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Dear  Student  Leader, 

Welcome  to  what  we  hope  will  be  a  very  exciting  and  rewarding  year  for  you  as  a  student  leader.  The  Student 
Activities  &  Campus  (enter  staff  is  extremely  excited  about  having  you  as  student  leaders  and  can't  wait  to 
assist  you  throughout  the  year! 

Student  organizations  can  be  "THE  PULSE  OF  LIFE"  here  at  Fitchburg  State  College.  We  are  sure  that  your 
dedication,  energy  and  hard  work  will  make  this  year  our  most  successful  ever! 

This  Student  Activities  Handbook  has  been  developed  for  you  to  use  as  a  guide  throughout  the  year.  The 
Handbook  will  greatly  enhance  your  programming  efforts,  leadership  development  and  organization's 
functions.  Please  remember  that  the  Student  Activities  &  (ampus  (enter  staff  is  available  to  assist  you  with  any 
questions  that  you  may  have.  We  are  here  to  serve  you! 

We  hope  that  you  are  as  excited  as  we  are  about  the  upcoming  year.  Most  of  all,  remember  to  have  fun! ! 

Sincerely, 


Tullio  Nieman  Adam  Kahn  Lisa  DuBose 


Haiti  Obringer  Cindy  Flyrm  /yuditti 

Gregory  Morgan  Shane  Franzen 
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Recognition  of  Student  Organizations 

Because  they  provide  the  campus  community  with  many 
options  for  activities  and  programming,  FSC  encourages  and 
promotes  student  organizations.  It  is  hoped  that  by  pursuing 
these  co  curricular  programs  and  activities,  students  will 
develop  life  skills  for  achieving  goals.  However,  only 
recognized  student  groups  are  able  to  use  campus  facilities 
and  resources.  Recognition  provides  a  framework  to  enhance 
the  quality  of  student  life.  The  process  of  student 
organization  recognition  assures  continued  services  by 
monitoring  and  accurately  accessing  the  status  of  all  student 
groups.  The  recognition  of  student  organizations  is  intended 
to  clarify  the  rights,  privileges  and  responsibilities  of  student 
organizations.  Contact  the  Student  Activities  /Campus 
Center  Department  for  more  information. 

Student  Organization  Committee  (SOC) 

All  requests  by  student  groups  to  become  recognized 
student  organizations  will  be  coordinated  by  the  Student 
Organization  Committee  (SOC).  The  SOC  will  be  comprised 
of:  1  administrator,  2  faculty  members,  3  students  and  a 
chairperson  who  is  a  student  affairs  administrator.  The 
President  of  the  College  will  appoint  the  administrator  and 
chairperson.  The  faculty  union  will  appoint  the  faculty 
members.  The  Student  Government  Association  will  appoint 
the  student  representatives  who  will  be  1  representative 
from  Club  Council  and  2  members-at-large.  A  quorum  of  5 
out  of  7  members  is  required  for  the  SOC  to  vote.  The 
chairperson  is  a  voting  member  of  the  SOC. 

Criteria  organizations  must  meet  in  order  to  be 
recognized: 

1.  Submit  a  letter  of  intent  to  organize  signed  by  the  student 
contact  and  advisor. 

2.  Submit  a  completed  application. 

3.  The  organization  must  have  10  founding  members  who 
are  full-time  undergraduate  FSC  students  or  have  the 
written  support  (signed  petition)  of  50  full-time 
undergraduate  students. 

4.  The  organization  must  have  an  advisor  who  is  a  full-time 
faculty  or  full-time  professional  staff  member. 

5.  Submit  a  completed  anti-hazing  compliance  form. 

6.  Submit  a  constitution  in  accordance  with  the  sample 
constitution  format. 

7.  The  organization  may  not  discriminate  on  the  basis  race, 
religion,  color,  age,  sexual  orientation,  sex,  disability,  veteran 
status  or  national  origin.  Exceptions  may  be  made  as 
allowed  by  law. 

8.  The  organization  must  agree  to  and  abide  by  all  federal, 
state  and  local  laws  and  college  policies. 

9.  The  organization's  purpose  must  be  consistent  with  the 
mission  of  the  College. 


Step  One:  Organizing 

In  order  to  assist  students  in  the  process  of 
forming  a  recognized  student  organization, 
students  may  receive  the  following  guidance 
and  assistance  from  the  College: 
Students  are  encouraged  to  meet  with  the 
Chairperson  of  the  Student  Organization 
Committee  (SOC)  to  learn  more  about  the 
recognition  process. 

Students  trying  to  form  an  organization, 
may  have  access  to  the  following  campus 
services: 

Upon  receipt  of  a  letter  of  intent  to  organize,  the  SOC  will 
permit  the  organization  to  conduct  limited  organization 
business  on  campus.  Groups  may,  over  a  two  month  period, 
post  notices  on  campus  when  approved  by  Student 
Government  Association  (SGA),  reserve  tables  in  G-Lobby  a 
total  of  five  times  and  reserve  a  meeting  room  three  times. 
Groups  may  meet  for  organizing  purposes  only.  Groups  may 
not  sponsor  any  speakers  from  off-campus  or  any  other 
programs. 

Step  Two:  Requesting  Recognition 

To  be  considered  for  recognition,  the  following 

materials  must  be  submitted  to  SOC: 

♦  Letter  of  intent  to  organize 

♦  Application  for  recognition 

♦  Hazing  compliance  form  signed  by  the 
officers  and  founding  members 

♦  Current  constitution  in  accordance  with 

♦  sample  constitution  format. 

Step  Three:  Review  and  Approval 

Once  the  letter  of  intent,  application,  hazing  form 
constitution  have  been  received,  the  Chairperson  of  SOC  will 
forward  the  request  to  the  SOC  or,  if  the  organization  is 
Greek,  will  forward  the  request  to  the  Interfraternity  Sorority 
Council  (IFSC). 

Non-Greek  requests:  SOC  will  review  the  request  and  will 
meet  with  the  organization  to  obtain  additional  information 
required.  SOC  will  make  a  recommendation  to  the  Vice 
President  for  Student  Affairs.  The  Vice  President  for  Student 
Affairs  will  make  the  final  decision  regarding  recognition 
status.  The  Vice  President  will  notify  the  organization  and 
appropriate  departments. 

Greek  Requests:  SOC  will  forward  the  request  to  IFSC  who 
will  review  the  request  and  will  meet  with  the  organization 
to  obtain  additional  information  required   IFSC    will  make  a 
recommendation  to  SOC.  SOC  will  review  IFSC's 
recommendation  and  will  meet  with  the  organization  to 
obtain  additional  information  required.  SOC  will  make  a 
recommendation  to  the  Vu  e  President  for  Student  Affairs. 
The  Vice  President  tor  student  Affairs  will  make  the  final 
decision  regarding  recognition  status.  The  Vice  President 
will  notify  the  organization  and  appropriate  departments. 


Rights  of  Recognized  Student 
Organizations 

Recognized  student  organizations  are 
entitled  to  the  following: 

1.  To  apply  for  funds  from  SGA  and  other 
campus  services; 

2.  To  use  campus  facilities  and  services; 

3.  To  apply  for  office  space  on  campus; 

4.  To  use  of  the  College  name; 

5.  To  solicit  on  campus; 

6.  To  use  the  Treasurer's  Office  services; 

7.  To  use  the  SGA  services; 

8.  To  access  the  Campus  Center  Post  Office; 

9.  To  access  the  Student  Judicial  System; 

10.  To  have  an  advisor; 

11.  To  sponsor  programs  and  activities. 

Responsibilities  of  Recognized  Student 
Organization 

Recognized  student  organizations  are  expected  to: 

1.  Use  the  College  Treasurer's  Office  for  administration  of 
ALL  college  approved  funds  and  funds  raised  on  campus; 

2.  Have  a  current  constitution  on  file  with  the  Student 
Activities/Campus  Center  Department; 

3.  Have  a  statement  of  purpose  which  is  in  accordance  with 
the  mission  of  Fitchburg  State  College; 

4.  Have  FSC  undergraduates  as  its  members; 

5.  Have  full-time  undergraduate  students,  in  good  academic 
standing,  as  officers; 

6.  Maintain  a  current  list  of  officers  with  the  Student 
Activities /Campus  Center  Department; 

7.  Adhere  to  all  federal,  state  and  local  laws  and  College 
policies; 

8.  Insure  that  its  membership  will  not  practice  any  physical 
or  psychologically  abusive  behaviors,  either  intentionally  or 
unintentionally; 

9.  Follow  all  College  policies  and  procedures  including 
scheduling,  posting  and  solicitation,  etc.; 

10.  Have  a  full-time  faculty  or  full-time  professional  staff 
member  as  an  advisor  whose  role  will  be  to  mutually 
determined  by  the  organization  and  advisor  and  is 
consistent  with  the  expectations  outlined  in  this  Student 
Activities  Handbook. 


Registration  of  Student  Organizations 

Student  organizations  must  register  each  year  and /or  as 
new  officers  are  elected /appointed.  For  the  complete 
Registration  Policy,  see  policies  &  guidelines  section  of  this 
manual.  Forms  are  available  in  the  Student  Activities  & 
Campus  Center  Office. 

Guidelines  for  Recognized  Student 
Organizations 

1.  Follow  College  financial  procedures. 

2.  File  current  constitution  with  the  Student  Activities/ 
Campus  Center  office. 

3.  Complete  a  registration  form  at  the  end  of  the  spring 
semester  and /or  as  new  officers  are  elected. 

4.  Welcome  membership  of  all  FSC  undergraduate  students. 

5.  Elect,  as  officers,  full-time  FSC  undergraduate  students  in 
good  academic  standing. 

6.  Adhere  to  all  federal,  state,  and  college  laws  and  policies. 

7.  Insure  that  membership  will  not  practice  any  physically  or 
psychologically  abusive  (hazing)  behaviors,  either 
intentionally  or  unintentionally. 

8.  Schedule  all  events  (on  and  off  campus)  through  the 
Student  Activities /Campus  Center  Department. 

9.  Appoint/elect  a  full-time  faculty  member  or  professional 
staff  member  as  advisor. 

10.  Follow  all  posting  procedures. 

11.  Discuss  all  contractual  agreements  with  the  Student 
Activities /Campus  Center  Department  prior  to  negotiation. 

12.  Follow  all  campus  procedures  for  organizing  trips  and 
travel  programs. 

13.  Follow  all  campus  procedures  for  fund  raising  and 
raffles. 

14.  Participate  in  the  assessment  procedures  through  SOC. 

Expectations  of  Officers 

Being  a  member  of  a  student  organization  is  rewarding, 
challenging,  exciting  and  fun.  Students  can  manage  projects, 
design  a  vision  for  the  organization,  earn  the  respect  of  peers 
and  learn  skills  which  can  be  used  following  graduation. 

There  are  several  components  to  being  a  good  student 
leader.  Student  leaders  should: 

1.  Communicate  with  others 

2.  Delegate  effectively 

3.  Manage  time  and  projects  effectively 

4.  Manage  budgets 

5.  Coordinate  activities. 


In  addition,  student  leaders  have  responsibilities  to  their 
advisor  such  as: 

1.  Inform  the  advisors  of  the  organizations'  overall 
programs. 

2.  Notify  the  advisors  in  advance  of  scheduled  meetings  and 
events. 

3.  Give  the  advisors  the  opportunity  to  express  opinions  on 
issues  that  effect  the  welfare  of  the  organizations  and 
prestige  of  the  College. 


4.  Adhere  to  the  College  policies  and 
procedures. 

5.  Extend  invitations  to  the  advisors' (and  his/ 
her  guest)  to  attend  functions  of  the 
organizations. 


Effective  Organization  Meetings 

The  way  in  which  vour  organizations  meetings  are 
conducted  is  critical  to  \  our  success.  The  nature  of  your 
organization  will  determine  the  degree  of  formality  of  your 
meetings;  nevertheless,  all  successful  meetings  have  some 
common  elements.  All  meetings  require  planning, 
participation,  and  post-meeting  follow  up. 

The  following  are  some  guidelines  for  effective 

meetings: 

Planning 

1.  Decide  what  you  need  to  accomplish  in  the  meeting  and 
plan  your  agenda.  Will  you  be  defining  purpose, 
brainstorming,  planning,  socializing,  evaluating,  receiving 
reports,  or  having  a  speaker?  How  much  time  will  each  of 
these  items  take?  What  is  a  logical  order  for  these  items? 
Ideallv,  all  officers  will  participate  in  setting  the  agenda,  and 
members  will  know  the  agenda  prior  to  the  meeting. 

2.  For  informal  groups,  your  agenda  can  be  written  on  a 
blackboard  or  orally  given  to  a  group.  A  more  formal  group 
should  have  the  agenda  in  writing  prior  to  the  meeting.  In 

all  groups,  members  should  know  the  agenda 
so  they  understand  the  purposes  of  the 
meeting  and  can  participate. 

3.  Choose  an  appropriate  meeting  site  for 
your  organization.  Ideally,  members  should 
be  able  to  sit  in  a  circle  or  around  a  table  so 
all  can  see  each  other.  Try  to  get  a  room  that  is 
big  enough,  for  the  expected  attendance.  The 
space  should  be  one  that  eliminated 
distractions  for  the  group;  groups  should  not 
try  to  meet  in  a  member's  room  or  apartment. 
Make  sure  you  have  all  materials  for  your 

meetings:  audiovisual  equipment,  scrap  paper,  pencils, 

whatever  your  agenda  dictates. 

Participation 

1.  It  is  the  responsibility  of  the  president  to  ensure  that  all 
members  have  an  opportunity  to  participate  in  the  group 
discussion.  The  only  way  to  get  members  committed  to  your 
group  is  to  help  them  feel  a  part  of  the  group.  This  won't 
happen  if  you  don't  introduce  new  members,  explain  the 
agenda,  and  set  a  tone  that  is  welcoming  and  friendly. 

2.  Start  the  meeting  on  time.  Waiting  for  stragglers  penalizes 
those  members  who  did  come  on  time. 

3.  Attempt  to  involve  as  many  people  as  possible  in  the 
discussions.  Ask  silent  members  for  their  thoughts;  try  not  to 
let  a  few  dominate  the  discussion. 

4.  As  items  come  up  in  discussion  that  require  action,  get  a 
commitment  during  the  meeting.  Try  to  get  new  people 
involved  in  a  task  that  is  manageable  for  them  and  make 
sure  they  understand  exactly  what  is  expected. 


After  your  meeting 

1.  Review  the  meeting  with  your  officers  and  adviser. 
Discuss  any  problems  encountered,  and  ask  for  feedback 
about  how  you  handled  the  meeting. 

2.  Follow  up  on  all  assignments  or  delegated  tasks.  Ensure 
that  the  member  knows  how  to  accomplish  the  task,  and 
offer  your  assistance  if  she/he  needs  it.  This  should  happen 
shortly  after  the  meeting,  not  just  before  the  next  one. 

3.  Thank  any  special  guests  after  your  meeting,  either  orally 
or  in  writing. 

4.  Make  sure  that  minutes  are  distributed. 

5.  Plan  the  agenda  for  your  next  meeting. 

What  is  a  Program? 

A  program  is  an  activity  or  event  that  involves  the 
interaction  of  individuals  or  groups  of  individuals.  A 
program  usually  results  in  shared  ideas  or  feelings  and  is 
considered  a  learning  experience.  Programs  can  be  very 
informal  or  extremely  structured  and  formal. 

Individuals  or  groups  offer  programs  to  supplement  or 
expand  the  university  classroom  experience.  Social, 
emotional,  physical  and  intellectual  growth  can  be 
stimulated  by  a  program.  Leadership  and  interpersonal 
skills  can  be  gained  by  planning  and  coordinating  programs 
as  well.  Finally,  and  most  obviously,  programs  are  fun! 

There  are  several  types  of  programs.  Most  programs  can 
be  classified  into  one  of  the  following  general 
categories: 

1.  Educational /Informational  (speakers,  study  skills, 
leadership  training,  fire  safety,  self  protection,  etc.). 

2.  Athletic /Recreational  (board  games,  intramurals, 
tournaments,  etc.) 

3.  Cultural  (arts,  different  life-styles,  international  films, 
ethnic  dinners,  after-theater  discussions,  etc.) 

4.  Social/ Entertaining  (parties,  picnics,  etc.) 

5.  Service  (university  or  community— includes  clean-up 
campaigns,  selling  and  delivering  flowers  for  sweetest  day, 
providing  tuck-in  or  breakfast-in-bed  services,  etc.) 

Program  Planning  Guide 

The  Planning  Process: 

"Proper  Planning  Prevents  Poor  Performance" 

A  successful  program  requires  creativity,  advance  planning 
and  a  timely  follow  through.  A  programmer  often  worries 
about  the  major  aspects  of  a  program.  However,  it  is  the 
smallest  details  that  sometimes  can  cause  a  program  to  be 
unsuccessful.  The  following  outline  should  assist  you  in 
developing  and  implementing  the  program. 

1.  Assess  needs  and  interest:  Start  small  and  assess  the 
needs  and  interests  of  your  own  group.  Knowing  your  own 


organization's  strengths,  find  out  what  the  campus  wants. 
This  may  be  done  through  interest  surveys,  questionnaires, 
informal  group  discussions,  and  suggestion  boxes. 

2.  Develop  a  purpose  and  set  goals:  Why  do  you  want  to 
have  this  program?  What  do  you  hope  to  accomplish?  What 
needs  will  you  be  meeting? 

3.  Creativity:  This  step  involves  determining  what  type  of 
program  you  will  have.  Brainstorming  can  be  a  most 
effective  tool  for  encouraging  creativity.  During  a 
brainstorming  session,  a  short  time  limit  should  be 
established.  Every  member  of  your  organization  should  be 
encouraged  to  contribute  as  many  ideas  as  possible,  and 
these  ideas  should  be  recorded,  avoiding  and  positive  or 
negative  feedback.  Once  a  substantial  list  of  ideas  has  been 
generated,  then  it  is  time  to  review  and  evaluate  them. 

4.  Implementation  Steps:  Seldom  is  any  successful  program 
planning  begun  less  than  4  weeks  before  an  event.  The 
program  checklist,  located  in  the  appendix,  should  be 
followed  to  successfully  carry  out  your  program.  You  may 
pick  up  additional  copies  of  the  Programs  checklist  in  the 
Student  Activities  Office. 

5.  Publicity  and  Marketing:  The  success  of  your  program 
will  depend  a  great  deal  on  the  publicity  for  the  program. 
Advertising  your  event  early  enough  could  be  crucial  to  its 
success. 

a.  Identify  who  you  are  trying  to  reach. 

b.  Determine  the  type  of  campus  publicity 
available;  WXPL,  Bulletin  Boards,  window 
painting,  etc. 

c.  Determine  the  types  of  publicity: 


♦  balloons 

♦  t-shirts 

♦  buttons 

♦  invitations 

♦  mass  mailing 

♦  business  cards 

♦  display  cases 


♦  tent  cards 

♦  calendars 

♦  bookmarks 

♦  word  of  mouth 

♦  faculty  announcements 

♦  sandwich  boards 

♦  posters 


d.  Publicity  should  include  the  following 
information: 

♦  the  name  of  the  entertainer,  film  or  event 

♦  the  name  of  sponsoring  organization 

♦  the  date  of  the  program 

♦  the  place  the  program  will  be  held 

♦  the  time  of  the  program 

♦  the  cost  of  the  program 

e.  Showcase:  a  showcase  at  the  Information  Desk 
can  be  reserved  by  recognized  student 
organizations. 

f.  Poster,  Paint,  and  Sign  Policy:  Be  sure  to  check 
this  policy  before  your  promotional  campaign.  It 
also  outlines  sizes  and  location  limits. 

6.  Evaluate: After  the  program  has  ended,  the 
organization  needs  to  ask: 


♦  Was  it  successful? 

♦  Did  the  program  meet  your  goals? 

♦  Did  the  program  meet  the  expressed  need? 

♦  Was  the  actual  attendance  what  was 
anticipated? 

♦  What  problems  were  encountered? 

♦  Should  this  program  be  repeated?  If  yes,  with 
what  changes? 

Estimation  of  Program  Expenses 
General  Expenses 

Although  each  program's  expenses  will  differ,  there  are  some 
general  expenses  that  are  common  to  many  programs.  Your 
group  should  meet  ahead  of  time  to  determine  a  budget 
estimate  of  these  expenses. 

♦  Entertainment  and  specifications  of  contract 
rider  (extra  lights,  food  for  performers,  and 
sound  equipment). 

♦  Promotion  -  ads,  banners,  buttons,  etc. 

♦  Refreshments 

♦  Maintenance  /Custodial 

♦  Security /Public  Safety 

♦  Electrician 

♦  Campus  Center  Media  Staff 

Approximate  Expenses 
/.  Electrician 

An  electrician  needs  to  be  present  at 
any  event  that  requires  electricity  or  special 
technical  set  up  (including  but  not  limited  to 
Weston  Auditorium,  Percival  Hall  and 
activities  on  the  Quad). 

a.  Electricians  are  paid  on  a  four  hour 
minimum  basis. 

b.  Average  charges  per  hour  range  from  $15.00 
to  $18.00. 

2.  Custodian 

Note:  A  custodian  is  required  to  be  present  at  all  programs 
outside  of  the  Campus  Center  or  in  the  Campus  Center 
when  the  building  is  normally  closed. 

a.  Custodians  are  paid  on  a  our  hour  minimum 
basis. 

b.  Average  rate  of  pay  per  hour  is  $12.00. 

3.  Security 

a.  "First  Line"  security  is  generally  done  by  students 
sponsoring  the  event  with  Public  Safety  as  a  back-up 
for  major  problems 

4.  Campus  Center 

a.  Student  Managers:  If  the  program  exceeds 
normal  limits  (i.c.  hours  or  set-up),  an  additional 
charge  for  a  student  manager  may  be  incurred. 
Check  with  the  Campus  Center  Operations  Office. 

b.  Set-up  and/or  Media  Crew:  If  the  program 
requires  special  set-up  needs  or  Campus  Center 
personnel  on  the  premises,  an  additional  charge  may 


be  incurred.  Check  with  the  Campus  Center 
Operations  Office. 

5.  Public  Safety  Office 

Public  Safety  Officers  may  need  to  be  hired  if  you  or  the 
Student  Activities  &  Campus  Center  Office  anticipate  large 
crowds  the  public  or  alcohol  at  the  event.  The  Public  Safety 
Officer  will  make  the  final  decision  on  whether  or  not  an 
officers)  is  necessary. 

a.  Public  Safety  Officers  are  paid  on  a  four  hour 
minimum  basis. 

b.  Average  charge  per  hour  ranges  from  $15.00 
to  S20.00 

c.  Public  Safety  Officers  will  start  the  shift  a 
hour  prior  to  an  event  starting  time  and  end  a 
hour  after  the  event  concludes. 

Campus  Facilities  Information 
Campus  Center  Meeting  Room  Capacity 
Definitions  of  Set-up  Styles 

Conference:  Set  up  in  a  rectangular  shape  with  chairs. 
Allows  for  group  discussions. 

Lecture:  Rows  of  chairs  facing  a  podium  or 

head  table. 

Seminar  Rows  of  chairs  and  tables  facing  a 

podium  or  head  table. 

Single  G-Room 

G-04  G-05  G-06  G-07 

Conference           30  24  30  24 

Lecture                  40  30  40  30 

Seminar                30  20  30  20 

Two  or  Three  G-Rooms  opened  into 


Percival  Auditorium       480 


Conference 

Lecture 

Seminar 


/  Room 

Two  Rooms 

G-04  &  05/G-05  &  06 

30 
70 
54 


Three  Rooms 
G-04,  05  &  06 

30 

100 

60 


B-Rooms  (Standard  fixed  set-up) 

B-26:  Standard  "soft-seating"  set-up:  seats  10-12 
B-27:  Standard  Conference  set-up:  seats  12-15 
B-26  &  27:  Standard  set-up  taken:  seats  30  at  most 
B-16:  Standard  Conference  set-up:  seats  20 
Ellis  White  Lecture  Hall  fixed  seating  of  129 


Large  Facility  Capacities 
Location  Capacity 

Weston  Auditorium         795 


Randall  Science  LH 
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135 


Facilities  Include 

Stage,  sound, 
projection  equip., 
lighting,  piano, 
organ 

screen,  sink, 
lectern, 
blackboard, 
amphitheater 


Parkinson  Gym 


475 


Ellis  White  Lecture  Hall  129 


CM  150 


340 


Holmes  Dining  Hall        500 


stage,  screen, 

lectern, 

lights 

bleachers,  PA 
system,  dividers 

air  conditioned, 
lights  projection 
booth 

stage,  screen, 
lectern,  lights, 
piano 

banquet 
equipment 


Event  Policies 

Security 

1.  The  following  guidelines  are  provided  for  use  when 
responding  to  questions  as  to  whether  or  not  police  presence 
is  required  for  a  particular  event.  An  event  is  normally 
considered  to  be  an  organized  function  scheduled  for  a 
particular  building  or  specific  area  of  the  campus,  and  is  not 
intended  to  include  orientations  or  similar  activities. 

A.  Events  by  College  Agencies: 

1.  Events  with  alcohol  in  the  pub.  When  a  crowd  is 
anticipated,  an  officer  will  be  required.  Coordination  will  be 
made  between  the  Student  Activities  &  Campus  Center 
Director,  Faculties  Office,  the  Director  of  Public  Safety,  and 
the  sponsoring  organization  in  advance  of  the  event  date. 

2.  Events  with  alcohol  with  at  least  100  persons  scheduled  to 
attend,  and  held  somewhere  other  than  the  pub  on  campus, 
will  be  evaluated  to  determine  if  an  officer  is  going  to  be 
required.  Coordination  will  be  made  between  Public  Safety 
and  the  individual  representing  the  organization  having  the 
function.  The  final  decision  will  be  made  by  Public  Safety. 

3.  Events  held  at  night  with  at  lest  200  persons  scheduled  to 
attend,  and  held  somewhere  other  than  the  pub  on  campus, 
will  be  evaluated  to  determine  if  an  officer  is  going  to  be 
required.  Coordination  will  be  made  between  Public  Safety 
and  the  individual  representing  the  organization  having  the 
function.  The  final  decision  will  be  made  by  Public  Safety. 

4.  Events  that  have  a  controversial  topic  or  speaker  and  are 
scheduled  for  a  place  where  control  /safety  difficulties  might 
be  expected  will  normally  require  an  officer,  upon  approval 
of  the  president.  Coordination  will  be  made  between  Public 
Safety  and  the  individual  representing  the  organization 
having  the  function. 

5.  Organizations  scheduling  events  which  have  had 
problems  such  as  damage  to  property,  assaults,  disturbances, 
alcohol  violations,  injuries  resulting  from  misconduct,  etc., 
should  expect  to  have  a  Public  Safety  Officer  at  the  next 
event. 


6.  Athletic  events,  as  determined  by  the  Athletic  Department, 
will  require  a  Public  Safety  Officer. 

Custodial  Requirements 

Custodial  services  may  be  required  for  large-scale  events. 
Events  held  in  large  facilities  such  as  Weston  Auditorium  or 
Holmes  Dining  Commons  may  require  the  presence  of  a 
custodian.  Organizations  reserving  space  outside  of  the 
Campus  center  should  meet  with  Facilities  to  discuss  the 
need  of  custodial  services.  The  decision  will  be  made  in 
conjunction  with  the  Facilities  Office  and  the  student 
organization.  Cost  of  the  services  is  paid  by  the  student 
organization. 

DAKA 

If  you  are  choosing  to  have  food  at  your  meeting/event, 

the  following  guidelines  must  be  followed: 

1.  All  food  service  requests  are  made  through  the  DAKA 
Catering  Department  located  in  the  Holmes  Dining  Hall. 

2.  To  order  refreshment/meal  items,  an  officer  must  fill  out 
and  sign  a  Food  Service  Request  Form,  (see  appendix), 
which  are  available  in  DAKA.  A  catering  book  may  also  be 
obtained  from  DAKA  which  lists  selections  and  prices.  It 
would  be  helpful  to  pick  up  the  Catering  Guide  before  your 
organization  makes  any  final  decisions  on  refreshment/meal 
selections. 

a.  Groups  which  are  not  larger  than  25  may  bring 
their  own  food  to  an  event,  if  they  obtain  prior 
approval  of  DAKA  Food  Service  and  sign  a  Food 
Service  Release  Form.  (See  appendix) 

b.  Groups  which  are  larger  than  25  must  use  DAKA. 
In  special  cases  a  group  may  be  allowed  to  bring 
their  own  food  (international  dinners,  sales,  special 
events). 

MEDIA 

If  you  are  hosting  an  event  in  the  Campus  Center,  media 
equipment  is  available  for  your  use.  The  Campus  Center 
equipment  includes  a  portable  sound  system,  microphones, 
VCR's  and  monitors,  slide  projectors  and  easels.  All  media 
needs  should  be  requested  on  the  room  requisition  form.  The 
Campus  Center  Office  will  inform  you  if  your  needs  cannot 
be  accommodated  and  of  any  applicable  charges. 

In  the  event  that  the  Campus  Center  cannot  provide  the 
necessary  media  equipment  or  your  event  is  in  other  campus 
buildings,  media  requests  are  made  to  Image  Systems.  We 
recommend  you  do  this  as  early  as  possible  and  inquire 
specifically  about  who  will  set  up  and  break  down  the  event 
and  any  costs  associated  with  the  event. 

Contracts 

A  contract  is  a  verbal  /written  agreement  between  two 
parties.  When  a  recognized  student  organization  enters  into 
a  contract  with  an  agency,  it  is  committing  funds  to  the 
agency  in  return  for  goods,  service  or  product.  A  contract 
ensures  that  an  organization  will  receive  exactly  what  it  is 
requesting. 


A  contract  is  required  when  using  College  or  organizational 
funds.  The  contract  must  be  signed  by  the  agency,  the 
student  representative  and  the  Director  of  Student  Activities 
&  Campus  Center.  Contracts  signed  only  be  students  will  be 
considered  invalid  by  the  College  and  will  not  receive 
payment.  In  addition,  the  student  representative  may  be 
held  personally  liable  for  the  cost  of  the  service /product. 
Standard  Agreement  Contracts  are  available  in  the  Student 
Activities  &  Campus  Center  Office.  (See  appendix) 

Off-Campus  Events 

1.  Official  organization  must  be  registered  with  the  Student 
Activities  &  Campus  Center  Office. 

2.  All  federal,  state  and  local  laws,  as  well  as  College  policies 
(including  the  alcohol  policy)  must  be  adhered  to. 

3.  The  sponsoring  organization  must  provide  transportation 
to  the  function  sufficient  to  accommodate  the  anticipated 
number  of  attendees. 

4.  Events  sponsored  at  establishments  (hotels,  restaurants, 
roller  rinks,  etc.)  Require  contracts  to  be  signed  by  the 
organization,  advisor  and  the  Director  of  the  Student 
Activities  &  Campus  center. 

Travel  Guidelines 

1.  All  trips  or  travel  programs  sponsored  by  a 
recognized  student  organization  must  be 
registered  with  the  Student  Activities  & 
Campus  Center  Office  (examples  include: 
organized  trips  to  roller  rinks,  trips  to  Boston, 
Canada,  etc.) 

2.  Any  trip  using  an  outside  service  (such  as  a 
travel  agency,  a  business,  hotel,  etc.)  must 
utilize  a  standard  agreement  contract  which 

must  be  signed  by  the  Director  of  the  Student  Activities  & 
Campus  Center,  the  agency  and  the  student  representative. 

3.  The  Director  of  the  Student  Activities  &  Campus  Center 
may  request  a  meeting  to  discuss  details  of  any  trip  or  travel 
program. 

4.  A  sponsored  trip  or  travel  program  may  require  the 
presence  of  an  advisor. 

Program  Support  Information 

Poster  Policy 

Only  organizations  recognized  by  Student  Government 
Association  can  promote  events.  An  individual  cannot 
promote  an  event  using  a  poster,  flyer  or  promotional  items 
on  an  SGA  bulletin  board.  Example:  a  local  concert  or  party 
at  a  club  cannot  be  advertised  by  an  "interested"  person  or 
employee  who  attends  FSC.  The  individual  mav  have  to 
appear  before  the  Student  judicial  System  for  this  offense. 

The  organization's  name  must  appear  on  the  poster,  flyer, 
notice,  table  tent  or  handout.  It  will  be  removed  if  the 
sponsoring  organization's  name  does  not  appear  anywhere 
on  the  item.  7 


No  poster  may  contain  anv  advertising  for,  reference  to  or 
theme  oi  alcohol.  For  example:  names  of  beer  brands, 
pictures  oi  alcohol.  Booze  Cruise,  Get  Wrecked  Party,  Free 
Drinks.  2  tor  1,  Open  Bar  or  anv  numerical  prices;  50  cents 
suds,  SI  drink  or  S4  a  pitcher.  These  will  not  be  approved. 

Only  SGA  Bulletin  Boards  can  be  used  to  display  posters. 

Administrative  and  departmental  bulletin  boards  are  not  to 

be  used. 

All  student  organizations,  class  functions,  resident  assistant 

events,  etc.,  posters,  flyers,  etc.  must  be  stamped  by  the  SGA 

Office 

a.  Take  original  to  SGA  &  have  stamped  and 
approved. 

b.  Then  photocopy  and  post  in  legal  areas. 

c.  If  a  poster  is  not  stamped,  it  may  be  removed  by 
the  SGA  Public  Development  Committee. 

d.  Posters  may  not  be  posted  over  any  other  poster. 
If  this  happens,  the  top  poster,  stamped  or  not 
stamped,  may  be  removed. 

All  posters/flyers  will  be  approved  for  a  maximum  of  14 
days.  Items  must  be  removed  by  the  sponsoring 
organization  by  the  expiration  date. 

No  poster  larger  than  2'X3'  will  be  approved. 
Larger  ones  will  be  removed. 

No  more  than  one  2'X3'  poster  for  an  event 
may  be  displayed  in  the  bulletin  board  area 
located  at  the  bottom  of  the  steps  in  G-Lobby. 
Only  one  poster  per  organization  per  event 
will  be  approved  for  this  area. 

All  flyers  and  notices  of  "Wanted,"  "For 
Sale,"  "For  Rent,"  and  services  such  as  typing 
must  also  be  approved.  In  the  event  of 
multiple  flyers;  one  flyer  must  be  stamped  and  kept  on 
display  in  the  SGA  Public  Development  Committee. 

All  flyers  must  be  placed  in  specific  bulletin  board  space.  If 
the  flyer  is  found  outside  this  space  for  any  reason  or  is  not 
SGA  approved,  the  poster  will  be  removed  and  no  poster  for 
the  same  individual,  address  or  phone  number  will  be 
approved  for  the  remainder  of  the  semester.  Please  refer  to 
the  list  at  the  end  of  this  section. 

Posters  found  covering  other  posters  or  in  violation  will  be 
taken  down  and  violators  will  be  prosecuted.  Posters  in 
violation  will  be  kept  in  the  SGA  Office  for  24  hours.  The 
organization  in  violation  will  then  be  notified  of  the  offense. 
Poster  privileges  of  the  organization  will  be  revoked  until  it 
meets  with  SGA  Public  Development  Committee. 

After  2  violations  in  one  semester,  the  SGA  Public 
Development  Committee  will  decide  on  the  appropriate 
action  or  refer  it  to  the  College  Student  Judicial  System. 

An  unauthorized  person(s)  found  taking  down  posters  may 
be  brought  to  the  College  Student  Judicial  System. 
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SGA  Bulletin  Boards  are  located  as  follows: 

♦  Thompson  Hall  Lobby 

♦  Edgerly  Hall  on  left  side  when  entering  either  door 
from  the  Quad 

♦  Condike  Science 

♦  White  Wall  in  the  M&M  Lounge 

♦  Anthony  Building  Hall  Bulletin  Board 

♦  Conlon  Music  Building  Front  Lobby 

♦  3  SGA  Boards  in  Conlon  Industrial  Arts  Building 

♦  Across  from  the  stairwell  in  G-Lobby 

♦  Commuters  Cafe  Round  Wall 

♦  Percival  Hall  Lobby 

Window  Painting 

The  Campus  Center  encourages  recognized  student 
organizations  to  publicize  their  organization  and  events  by 
painting  the  windows  in  the  Campus  Center. 

Organizations  must  reserve  the  space  through  the 
Student  Activities  &  Campus  Center  Office.  The 
following  is  the  policy  for  window  painting: 

1.  Please  use  washable  poster  paint  only.  Paint  will  be 
provided  for  your  organization  from  the  Multi-Club  Room. 
Remember  that  the  organization  is  also  responsible  for  the 
removal  of  the  paint.  If  an  organization  uses  paint  sparingly, 
it  will  pay  off  at  the  clean  up  time. 

2.  Leave  a  minimum  of  2"  border  around  the  window  paint. 

3.  Please  spread  newspapers  in  front  of  the  work  space.  Do 
not  use  bathrooms  for  preparation  or  clean  up  of  paint.  The 
custodial  closet  in  the  ground  level  will  be  made  available 
for  cleaning. 

4.  Ladders  and  stools  are  available  for  use.  Ask  for  assistance 
from  the  Student  Activities  &  Campus  Center  Office.  Please 
do  not  use  the  furniture. 

5.  Proper  Procedures  for  washing  windows  are: 

Use  a  3  or  5  gallon  bucket  or  pail  and  fill  it  3/4  full  with 
warm  or  cold  water.  Use  approximately  one  cup  of 
ammonia.  You  should  use  more  ammonia  if  it  cold  outside 
so  that  the  water  won't  freeze  on  the  window.  Use  a  round 
window  brush  with  a  5  or  6  foot  handle.  Also  use  a  14"  or  22" 
squeegee  with  a  handle.  Use  paper  towels  or  rags  to  wipe 
the  squeegee  dry  after  each  pass.  The  frame  should  be  wiped 
clean  on  each  window. 

6.  Windows  are  only  available  for  one  week  at  a  time. 

7.  Window  art  or  advertisement  should  be  in  good  taste  and 
not  in  violation  of  any  federal,  state,  local  or  college  policy  or 
law. 

8.  Your  organization  will  be  charged  $20.00  if  your  window 
is  not  cleaned  by  the  date  given  in  the  reservation. 


G-L033Y  Table  Reservation  Policy 

G-Lobby  tables  can  be  reserved  in  the  Student  Activities  & 
Campus  Center  Office  Monday  thru  Friday  9:00  a.m. -4:00 
p.m.  The  following  outlines  the  process  for  table  reservation 
or  fund  raising  in  G-Lobby  tables  are  reserved  on  a  first 
come  first  serve  basis. 

A  new  policy  has  been  implemented  for  reserving  G-Lobby 
tables.  Please  see  Policy  Section  of  this  manual  for  the 
complete  G-Lobby  Table  Reservation  Policy. 

Master  Calendar  Process 

In  an  effort  to  prevent  double  booking  for  events, 
organizations  must  request  dates  for  programs.  This  is 
accomplished  through  the  Master  Calendar  Process.  Each 
semester  organizations  will  be  asked  to  attend  a  master 
calendar  session  for  the  following  semester  dates.  The  dates 
for  events  will  be  entered  onto  the  Student  Activities  Master 
Calendar  on  a  first  requested,  first  served  basis. 

Ending  Times  of  Events 

The  ending  time  of  the  event  must  be  stated  on  the 
Reservation/  Activity  Reservation  Form  and  all  advertising. 
Activities  must  end  by  1:00  a.m.  Exceptions  will  be 
considered  on  a  case  by  case  basis  by  the  Director  of  Student 
Activities  &  Campus  Center. 

Financial  Responsibility 

The  sponsor(s)  assumes  complete  financial  responsibility  for 
any  damage,  theft,  and /or  abuse  of  the  facilities 
immediately  before,  during,  and  after  the  event. 

Fund-raising 

All  recognized  organizations  are  allowed  to  conduct 
programs  to  raise  funds.  Each  organization  wanting  to 
fundraise  must  fill  out  a  Reservation/ Activity  Registration 
Form  available  in  the  Student  Activities  &  Campus  Center 
Office.  This  form  is  used  to  prevent  duplication  of  efforts  by 
organizations.  It  enables  the  Student  Activities  &  Campus 
Center  Office  to  pace  the  sale  on  the  Master  Calendar  and  no 
other  organization  will  be  able  to  sell  the  same  items  at  the 
same  time. 


Advisors 

Each  organization  is  required  to  have  an  advisor  who  is  a 
tull-time  member  of  the  fee  faculty  or  staff.  Some 
organizations  may  also  wish  to  have  an  off-campus  person 
serve  as  an  advisor.  In  this  case,  the  organization  will  have 
two  advisors-one  on  -campus  and  one  off-campus.  The  on 
campus  advisor  will  serve  as  the  official  institutional 
representative. 

The  advisor  is  needed  to  help  the  group  meet  its  stated 
goals.  The  first  step  for  any  advisor  therefore  is  to  review  the 
organization's  constitution  to  clearly  know  the  group's 
purpose.  Knowing  this  will  help  the  advisor  determine  how 
best  he/she  can  direct  the  group  toward  achieving  its  goals. 

Officers  of  the  organization  should  meet  with  the  advisor  to 
discuss  the  roles  and  responsibilities  of  the  advisor  and 
officers.  Clarifying  expectations  early  will  assist  the  group  in 
its  effectiveness  throughout  the  year. 

Topics  to  be  discussed  should  include: 
Meetings:  Will  the  advisor  attend  all  meetings  of  the 
organization?  Will  the  advisor  meet  separately  with  the 
officers  to  discuss  issues  between  regular  group  meetings? 
Will  the  advisor  be  consulted  about  agenda  items  or  meeting 
planning?  Should  the  advisor  evaluate  the  meeting  with  the 
president? 

Planning:  Do  officers  expect  the  advisor  to  assist  with 
planning?  Should  the  advisor  be  expected  to  know  campus 
policies  and  procedures?  Will  the  advisor  be  expected  to 
help  the  group  find  resources  for  its  planning?  What  is  the 
role  of  the  advisor  in  determining  the  purposes  of  the  group 
or  objectives  for  the  year. 


Programs:  Is  the  advisor  expected  to  help 
with  programming?  Is  the  advisor  expected 
to  attend  all  programs? 

Problems:  Is  the  advisor  expected  to  help 
resolve  problems  in  the  group?  Or  mediate 
personality  conflicts? 

Training:  Is  the  advisor  expected  to  train 
officers  in  their  roles?  Do  officers  expect  the 
advisor  to  provide  feedback  regarding  their 
leadership?  If  so,  how  should  this  be  done? 


Administrative:  Is  the  advisor  expected  to 
maintain  records  for  the  group?  Is  the  advisor  expected  to 
provide  administrative  support  to  the  group  i.e.  getting 
things  typed  or  mailed,  handling  contracts  or  negotiating 
contracts  with  outside  persons,  making  reservations,  etc. 
Please  note  that  none  of  these  responsibilities  are  implied  for 
the  advisor.  The  list  above  is  intended  to  highlight  some  of 
the  advisor/officer  responsibilities. 

The  advisor  is  a  key  person  to  facilitate  the  developmental 
process  within  a  student  organization.  In  addition,  the 
advisor  can  provide  assistance  to  become  acquainted  with 
college  personnel  and  facilities  as  well  as  moral  support. 
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The  most  important  aspect  of  the  advising  relationship  is 
that  of  the  mutual  agreement  about  the  role  of  the  advisor. 
This  agreement  cannot  be  assumed;  it  must  be  discussed  and 
negotiated. 

When  selecting  an  advisor,  do  not  hesitate  to  interview 
several  faculty  or  administrators  before  making  a  decision.  It 
is  just  as  important  for  an  organization  to  "fit"  with  an 
advisor,  just  as  it  is  for  an  advisor  to  find  a  "fit"  with  the 
organization.  Once  an  advisor  has  been  selected,  the  officers 
and  advisor  should  sit  down  and  discuss  openly  the 
expectations  of  both  the  organization  and  the  advisor  in  this 
new  relationship.  Expectations  may  change  as  the 
relationship  changes,  but  begin  on  the  right  foot  by 
discussing  roles  and  expectations. 

Alcohol  Policy 

Fitchburg  state  College  enforces  all  state  laws  and  city 
ordinances  regarding  the  possession,  use  and  sale  of 
alcoholic  beverages  including  those  prohibiting  drinking  by 
individuals  under  the  age  of  21  years  of  age.  College  policy 
restrict  when  where  and  how  alcohol  may  be  served  and  the 
amount  of  alcohol  that  a  resident  student  may  bring  into  the 
residence  halls. 

The  FSC  Community  recognizes  the  importance  of  personal 
and  communal  responsibility  with  regard  to  its  alcoholic 
beverage  policy.  It  assumes  that  any  student  who  has 
consumed  alcohol  accepts  responsibility  for  his/her 
behavior.  Being  intoxicated  will  not  be  accepted  as  an  excuse 
of  erratic,  irresponsible  behavior  either  to  an  individual  or 
others'  person  or  property.  Any  student  found  to  be 
irresponsibly  intoxicated  will  be  considered  in  violation  of 
the  Alcohol  Policy  and  will  be  subject  to  the  Student  Judicial 
System. 

Massachusetts  law  forbids  the  possession  of,  use  and  sale  of 
alcoholic  beverages  to  persons  under  21  years  of  age.  The 
law  also  forbids  falsifying  age  and  identification  cards.  The 
College  enforces  the  law  and  expects  all  students,  faculty, 
administrators  and  staff  to  abide  by  it. 

Use  or  possession  of  alcoholic  beverages  in  public  areas 
(campus  grounds,  athletic  events,  parking  lots,  academic 
buildings,  dining  halls,  Campus  Center)  regardless  of  age, 
except  for  approved  functions,  is  prohibited.  Open 
containers  of  any  alcoholic  beverage  is  in  violation  of  this 
policy.... (for  complete  alcohol  policy  see  student  handbook) 

Alcohol  at  Student  Activities&  Campus  Center  events: 
Recognized  student  organizations  in  good  standing  are 
permitted  to  have  alcoholic  beverages  at  functions  when 
properly  authorized  by  the  Director  of  Student  Activities& 
Campus  Center.  The  sponsoring  organization  shall  abide  by 
the  established  laws  of  the  Commonwealth  of 
Massachusetts,  ordinances  if  the  City  of  Fitchburg  and  the 
policies  of  FSC.  If  violation  occur,  the  sponsoring 
organization  may  face  civil  prosecution  which  can  result  in 
fines  and/  or  imprisonment  and  may  be  subject  to  the 
Student  Judicial  System. 


On-Campus  Functions: 

If  a  function  is  held  on  campus  in  a  location  other  than  the 
pub,  the  college,  through  Student  Activities  &  Campus 
Center  Office,  will  procure  appropriate  liquor  licenses  from 
the  City  of  Fitchburg.  The  sponsoring  organization  may  not 
apply  for  a  liquor  license. 

Safeguards  must  be  taken  to  ensure  an  orderly  function  to 
protect  the  rights  of  other  members  of  the  community 
against  undue  interference,  noise  and  other  disturbances. 

In  order  to  be  served  alcoholic  beverages,  individuals  must 
show  two  forms  of  identification:  a  current  FSC  ID  card  and 
a  positive  ID,  showing  DOB  and  21  years  of  age,  such  as  a 
drivers  license.  If  individuals  under  21  years  of  age  are 
served  non-alcoholic  beverages  in  the  same  serving  area  as 
individuals  21  years  of  age  or  older  are  being  served 
alcoholic  beverages,  only  one  drink  per  person  may  be 
served  at  one  time. 

Off  Campus  Functions: 

If  a  function  is  held  off  campus,  an  alcoholic  beverage 
service  may  not  be  contracted  through  a  server  operating  on 
a  one  day  license.  The  contracted  server  must  agree  in 
writing  that  it  assumes  all  responsibility  for  serving  alcoholic 
beverages.  The  sponsoring  organization  must  provide 
transportation  to  the  function  sufficient  to  accommodate  the 
anticipated  number  of  attenders.  Alcoholic  beverages  may 
not  be  served  in  common  sources  (kegs,  punchbowls, 
pitchers,  carafes,  cases,  tubs,  etc.)  where  access  to  the 
alcoholic  beverages  is  not  monitored. 

The  following  guidelines  apply  to  both  on  and  off- 
campus  functions: 

When  alcoholic  beverages  are  served,  food  and  non- 
alcoholic beverages  (not  water)  must  be  made  available.  The 
cost  of  these  refreshments  must  not  be  prohibitive.  Alcoholic 
beverages  may  not  continue  to  be  served  if  non-alcoholic 
beverages  run  out. 

When  alcoholic  beverages  are  served,  the  function  must  be 
supportive  of  alcohol  education  programs  that  encourages 
responsible  decisions  about  the  use  and  non-use  of  alcoholic 
beverages. 

Alcoholic  beverages  may  not  be  provided  as  awards  at 
functions. 

Annual  Assessment  of  Recognized  Student 
Organizations 

The  assessment  process  is  designed  to  assist  student 
organizations  by  applauding  their  strengths,  identifying 
their  weaknesses,  and  recommending  solutions.  It  is  an 
opportunity  for  student  organizations  to  brag  about  their 
achievements  and  receive  support  for  their  efforts. 

A  student  organization  is  assessed  once  every  three  years. 
15-20  organizations  will  participate  each  year.  Student 
organizations  will  receive  letters  announcing  their  upcoming 
scheduled  meeting  with  the  Student  Organization 
Committee.  Student  Organizations  must  prepare  a  report 


using  the  form  sent  with  the  announcement  letter.  The 
report  may  contain  any  additional  information  (such  as 
publicity,  lists  of  programs,  thank  you  letters,  etc.)  that  may 
be  valuable  to  the  assessment  process.  The  SOC  will  review 
all  documentation  prior  to  the  meeting.  The  meeting  will 
allow  SOC  to  discuss  areas  of  concern  and  to  applaud  areas 
of  excellence.  It  is  also  an  opportunity  for  your  organization 
to  SHINE!  Take  this  time  to  brag  about  your  achievements 
and  future  plans.  Finally,  the  committee  will  meet  to  fill  out 
the  Assessment  Report.  You  will  receive  the  completed  form 
within  two  weeks  of  your  original  meeting.  If  your 
organization  meets  the  basic  criteria  of  assessment  you  will 
receive  a  satisfactory  report.  Suggestions  for  improvement 
may  be  expressed,  for  example  attending  a  publicity 
workshop  or  studying  other  meeting  management  forms. 
Student  organizations  dissatisfied  with  their  final  report  may 
request  additional  meetings  with  the  SOC. 

Minimum  Assessment  Standards 

1.  Activities  and  actions  of  the  organization  comply  with  its 
stated  purpose,  the  mission  of  the  College  and  all  federal, 
state,  and  local  laws  and  college  policies. 

2.  Officers  follow  responsibilities  designated  by  this  Student 
Activities  handbook  and  their  constitution. 

3.  Membership  and  recruitment  is  adequate  for  the  type  and 
focus. 

4.  Organization  works  under  set  structure  appropriate  for  its 
types  and  focus. 

5.  Organization  encourages,  participates  in  and  sponsors 
various  programs  for  itself  and  the  campus  community. 

6.  Organization  has  a  satisfying  relationship  with  advisor. 

7.  Organization  is  actively  pursuing  goals. 

Discipline  of  Recognized  Student 
Organizations 

Complaints  regarding  the  actions  of 
recognized  student  organizations  may  be 
submitted  to  the  Student  Judicial  System 
(SJS). 

The  same  judicial  process  will  be  used  for 
recognized  student  organizations  as 
students  with  the  following  exceptions: 

In  addition  to  the  jurisdiction  items  indicated, 
a  complaint  may  be  filed  against  a  recognized 
student  organization  when  a  violation  of  the 
Student  Code  of  Conducts  occurs  as  a  result 
of: 

♦  an  incident  bv  one  or  more  members  of  an 
organization,  involving  the  organization  that  reflects 
negatively  on  the  College  or  organization. 

♦  an  incident  by  one  or  more  members  of  an 
organization  during  an  activity  that  is  sanctioned  or 
supported  by  the  organization. 

Any  complaints  regarding  Greek  organizations  may  be 
forwarded  to  the  Greek  Judicial  Board  (GJB).  The  GJB  may 
sanction  up  to,  but  not  including,  loss  of  recognition. 
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Am  cases  that  may  require  loss  of  recognition,  will  be 
forwarded  to  the  College  Student  Judicial  System.  This 
decision  will  be  made  by  the  Chairperson  of  the  GJB,  the 
Creek  Advisor,  and  the  Associate  Vice  President  of  Student 
Affairs. 

G-Lobby  Table  Reservation  Policy 

G-Lobby  tables  can  be  reserved  on  a  first  come  first  serve 
basis  in  the  student  Activities  and  Campus  Center  Office 
Monday  thru  Friday,  9:00am  -  4:00pm.  The  following 
outlines  the  process  for  table  reservation  for  advertising  or 
fund  raising  in  the  G-Lobby. 

Tables  for  ADVERTISING 

1 )  An  officer  from  the  organization  must  sign  up  for  a  G- 
Lobby  table  in  the  Student  Activities  and  Campus  Center 
Office.  Be  sure  to  have  the  dates  in  mind  tat  you  will  need 
the  table. 

2)  Staff  the  table  the  day(s)  signed  up  for. 

♦  An  organization  can  sign  up  for  multiple  advertising  G-Lobby 
table  events  at  one  time. 

Tables  for  FUND  RAISING 

1 )  An  officer  of  the  sponsoring  organization  must  request  a ' 
Fund  Raising  Event  Form  from  the  Student  Activities  and 
Campus  Center  Office. 

2)  At  that  point,  a  tentative  hold  will  be  places  on  the 
requested  date(s)  and  a  meeting  with  the  Assistant  Director 
of  Student  Activities  will  be  scheduled. 

3)  During  the  meeting,  a  G-Lobby  Fund  Raising  Event  Form 
will  be  finalized. 

4)  After  the  meeting,  the  Assistant  Director 
will  finalize  the  hold  on  the  G-Lobby  table  in 
the  reservations  book. 

5)  The  sponsoring  organization  is  responsible 
for  staffing  the  table  on  the  assigned  days.  If 
your  plans  change,  please  cancel  you  table  as 
soon  as  possible.  This  will  enable  other 
organizations  to  use  this  space. 

6)  In  adherence  to  with  the  State  of 
Massachusetts  fiscal  policies,  all  money 
raised,  must  be  deposited  into  your 

organization's  account  at  the  Treasurer's  Office  within  24 
hours  of  the  event. 

7)  Bring  receipt  of  deposit  to  the  Assistant  Director  of 
Student  Activities  in  the  Campus  Center  Office.  At  this 
point,  your  G-Lobby  fund  raising  event  will  be  cleared  and 
your  organization  will  be  able  to  sign  up  for  another  fund 

raising  event. 

♦  An  organization  may  only  sign  up  for  one  G-Lobby  fund  raiser  at 
a  time    They  will  not  be  cleared  to  reserve  additional  tables  until 
the  deposit  receipt  from  the  Treasurer's  Office  for  the  prior  event  is 
shown  to  the  appropriate  staff  member. 
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Good  Neighbor  Policy 

As  stated  in  the  FSC  Student  Handbook,  Students  who 
reside  in  or  visit  the  College  neighborhood  are  expected,  as 
members  of  the  FSC  Community,  to  demonstrate  respect  and 
concern  for  all  members  of  the  local  community.  As  such, 

FSC  expects  students  to  demonstrate  responsible  citizenship 
in  the  local  neighborhood. 

To  support  the  goal  of  being  "good  neighbors",  the  following 
behaviors  will  not  be  tolerated  in  any  way:  excessive  or 
unreasonable  noise,  sponsoring  parties  for  profit  (the  illegal 
sale  or  distribution  of  alcoholic  beverages  which  may 
include  the  use  of  tickets,  tee-shirts,  mugs,  cups  and /or  any 
other  item  as  a  price  or  condition  of  admission),  sponsoring 
excessively  large  parties,  serving  minors,  disorderly  conduct, 
public  drinking,  use,  sale  or  distribution  of  illegal  drugs, 
harassment  of  neighbors,  defacing  or  damaging  property, 
interfering  with  the  City  of  Fitchburg  Police  or  utility 
agencies  in  the  performance  of  their  duties,  public  urination, 
throwing  of  objects  out  of  apartment  windows  and  the  use, 
sale,  manufacturing  or  distribution  of  fake  I.D.'s. 

FSC  students  may  be  charged  through  the  College  Student 
Judicial  System  for  the  misconduct  which  arises  off  campus 
if  the  student  is  in  violation  of  federal,  state,  or  local  laws  or 
college  policy  that  brings  into  question  one's  suitability  as  a 
member  of  the  College  community.  If  found  responsible, 
students  would  be  subject  to  sanctions  up  to  and  including 
loss  of  residence  or  suspension  or  dismissal  from  the 
College. 

Hazing  Compliance  Forms 

Every  year  the  College  must  inform  all  clubs  and 
organizations  of  the  Anti-Hazing  Laws  of  Mass.  (Act 
Prohibiting  the  Practice  of  Hazing  as  amended  in  1987).  As 
required  by  law,  "every  member,  plebe,  pledge  or  applicant 
for  membership  in  ...  group(s)  or  organization(s)"  are  to 
receive  a  copy  of  the  law  and  acknowledge  receipt.  This  is 
done  through  a  separate  mailing,  however,  please  urge  all 
members  to  return  their  acknowledgment  of  receipt  of  the 
anti-hazing  law. 

Each  prospective  member,  pledge  or  association  member  or 
new  members  in  organizations  conducting  new  member 
training,  pledging,  or  any  activity  as  such  must  read  the  anti- 
hazing  law,  and  return  the  acknowledgments  form  to  the 
Student  Activities  and  Campus  Center  Office  before  the  start 
of  pledging  or  associate  member  orientation.  Clubs  and 
organizations  must  distribute  (ie:  photo  copies,  newsletter) 
the  information  on  this  memo  and  the  anti-hazing  laws 
attached.  The  form  must  be  signed  by  the  officers  of  the 
organization  acknowledging  the  distribution  of  the 
information  listed  above.  Failure  to  do  so  will  result  in  the 
rescinding  of  the  organization.  Officers  are  encouraged  to 
protect  their  status  as  an  officially  recognized  organization 
by  complying  with  the  law. 

Any  suspected  incidents  of  hazing  must  be  reported  to  the 
Public  Safety  Office,  the  Student  Activities  and  Campus 
Center  Office,  or  the  Student  Affairs  Office.  Hazing  Cases 


may  be  referred  to  the  Student  judicial  System.  If  you  have 
any  questions,  please  contact  the  Student  Activities  and 
Campus  Center  Office  at  ext  3164. 

Pub  Policy 

Recognized  student  organizations  may  sponsor 
activities  in  the  Pub  under  the  following  guidelines: 

1.  Admission:  Events  must  be  open  to  the  FSC  college 
community.  Individuals  must  show  FSC  ID's  for  admittance. 
An  Admission  fee  may  be  charged.  All  admission  fees  must 
be  deposited  into  an  FSC  account  through  the  Treasurer's 
Office  on  the  next  school  day. 

2.  Entertainment:  The  sponsoring  organization  may  provide 
entertainment  upon  approval  of  the  Student  Activities  & 
Campus  Center  Office.  A  contract  must  be  executed  for  ALL 
performer  who  appear  in  the  pub,  including  those 
performing  at  no  cost.  All  contracts  must  be  approved  by  the 
Student  Activities  &  Campus  Center  Office  before  any  tickets 
can  be  sold.  This  must  be  completed  two  weeks  prior  to  the 
event  date. 

3.  Facilities:  Lights  and  sound  must  always  remain  under 
the  control  of  the  Pub  staff.  The  sponsoring  organization  is 
responsible  for  any  damages  to  Pub  facilities,  equipment  or 
furnishings  beyond  normal  wear  and  tear. 

4.  Beverage  Service:  Alcohol  service  is  at  the  discretion  of 
the  Pub  staff.  Alcohol  service  will  end  one-half  hour  prior  to 
Pub  closing.  Proper  identification  is  required  to  purchase 
alcoholic  beverages.  Last  call  will  normally  be  one  half  hour 
before  closing. 

5.  Hours:  The  Pub  closes  at  twelve  midnight.  If  requested  in 
writing  two  weeks  prior  to  the  event,  on  Thursday  and 
Friday  evenings,  the  closing  time  may  be  extended  to  one 
o'clock  a.m.  The  sponsoring  organizations  shall  be 
responsible  for  all  fees  or  wages  associated  with  a  late 
closing. 

6.  Advertisement:  Pub  events  MAY  NOT  be  advertised  at 
other  colleges  or  off -campus.  Advertisements /Flyers  must 
contain  the  following:  Name  of  the  sponsoring  organization, 
hours  of  the  event,  age  requirements.  Alcohol  may  not  be 
portrayed  as  the  central  focus  of  the  event. 

7.  Guests:  One  guest  per  FSC  student  may  be  signed  in  to 
Pub  events.  FSC  students  will  be  held  responsible  for  the 
behavior  of  their  guests.  Off -campus  groups,  including 
groups  from  other  colleges,  MAY  NOT  be  invited  or 
permitted  to  attend  Pub  events. 

8.  Age  Requirement:  The  legal  drinking  age  in  Mass  is  21. 
No  one  under  the  age  of  eighteen  (18)  may  be  admitted  to 
Pub  events. 

9.  Security:  Campus  police  must  be  hired  fro  the  duration  of 
the  event  at  large  (125  plus  individuals  expected)  events 
when  alcohol  is  served.  The  cost  of  Campus  Police  should  be 
paid  by  the  sponsoring  student  organization. 

10.  Laws:  All  colleges,  local,  state  and  federal  laws,  policies 
and  practices  shall  apply  to  Pub  events. 


Raffle  Policy 

Recognized  student  organizations  may  sponsor  raffles  when 
authorized  by  the  Director  of  the  Student  Activities  & 
Campus  Center  or  his/her  designee  and  coordinated  with 
the  Treasurer's  Office.  All  raffles  must  be  conducted  in 
compliance  with  the  Massachusetts  General  Laws  Chapter 
271,  Section  7A. 

Re-Recognition  of  Student 
Organizations  Policy 

Student  organizations  who  have  lost  recognition  mat 
reapply  for  recognition  in  accordance  with  the  sanction 
received.  Organizations  requesting  re-recognition  must 
submit  the  following  directly  to  the  Vice  President  for 
Student  Affairs  (VPSA). 

Letter  of  intent  to  become  a  recognized  student  organization 
signed  by  the  officers  and  advisor  which  includes  a 
statement  of  the  activities  and  programs  since  the 
organization  lost  its  recognition. 

Organizations  are  encouraged  to  submit  supporting 
documentation  such  as  recommendations  from  SGA,  IFSC 
and /or  community  service  agencies. 

The  VPSA  will  review  the  request  for  re-recognition  and,  in 
consultation  with  the  President  of  the  College,  make  the  final 
decision  regarding  recognition  status.  The  VPSA  will  notify 
the  organization  and  appropriate  departments. 

Registration  of  Student  Organizations 

Student  organizations  must  register  each  year  and  /or  as 

new  officers  are  elected/appointed.  Registration  of  officers 

allows  the  Student  Activities  &  Campus  Center  Office  to 

update  files  and  officers  lists.  It  also  assures 

the  Student  Activities  &  Campus  Center 

Office  that  the  organization  is  still  operating. 

When  an  organization  registers  its  officers,  it 

is  then  permitted  to  reserve  space  for  the 

following  year,  allowed  to  update  key  lists, 

and  ensure  use  of  the  various  services  of  the 

Student  Activities  &  Campus  Center  Office. 

Forms  will  be  available  in  the  Student 

Activities  &  Campus  Center  Office  in  the  rack 

by  the  main  door.  A  mailing  will  be 

distributed  at  the  end  of  each  spring  semester 

encouraging  organizations  to  register  early. 

An  updated  officer  list  will  be  available  by  the  end  of 

September. 

Registration  Components 

I.  Officers 

All  officers  of  student  organizations  must  be  full-time 
undergraduate  students,  in  good  academic  standing 
(Student  Handbook). 

All  officers'  cumulative  grade  point  average  will  be 
reviewed  at  the  end  of  each  semester  to  insure  compliance 
with  the  general  college  policy. 
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L>nlv  those  registered  officers  shall  be  allowed  to  request 
reservations  tor  ser\  ices  from  the  scheduling  office. 
All  now  officers  must  be  registered  with  the  Student 
Activities  &  Campus  Center  Office  within  a  week  of 
elections.  All  officers  names  will  become  public  information 
unless  otherwise  requested. 

II.  Advisors 

All  recognized  student  organizations  must  have  a  full-time 
faculty  or  professional  staff  member  as  an  advisor  whose 
re>le  is  mutually  determined  by  the  organization  and  advisor 
and  is  consistent  with  the  expectations  outlined  in  this 
Student  Activities  Handbook. 

///.  Constitution 

All  organizations  must  have  a  copy  of  their  own  current 
constitution  on  file  with  the  Student  Activities  &  Campus 
Center  Office.  Constitutions  must  be  filed  with  SG A  in  order 
to  apply  for  funding.  If  an  organization  changes  its 
constitution  (ie:  name  change,  amendments,  etc.)  please  refer 
to  the  SOC  guidelines  in  this  handbook. 

Revisions  and  Changes  to  Constitution 

Process  for  making  ANY  revisions  or  amendments  to  a 
constitution  of  a  recognized  student  organization: 

Any  revisions  or  amendments  to  a  constitution  of  a 
recognized  student  organization  must  be  approved  by  the 
SOC  and  Vice  President  and  Vice  President  for  Student 
Affairs  prior  to  implementation. 

The  following  process  will  be  followed: 

Organizations  must  submit  any  revisions  or  amendments 
with  the  rationale  for  making  the  changes  to  the  Chairperson 
of  SOC.  The  Chair  of  SOC  will  forward  the  revisions  or 

amendments  and  rationale  to  the  SOC  or,  if 
the  organization  is  Greek,  will  forward  the 
request  to  IFSC. 

Non-Greek  Requests:  SOC  will  review  the 
revisions  or  amendments  and  rationale  and 
will  meet  with  the  organization  to  obtain 
additional  information  if  required.  SOC  will 
make  a  recommendation  to  the  Vice  President 
for  Student  Affairs  (VPS A).  The  VPSA  will 
make  the  final  decision  regarding  the 
revisions  or  amendments.  The  VPSA  will 
notify  the  organization  and  appropriate 
departments. 

Greek  Requests:  SOC  will  forward  the  revisions  or 
amendments  to  IFSC  who  will  review  the  revisions  or 
amendments  and  rationale  and  will  meet  with  the 
organization  to  obtain  additional  information  if  required. 
IFSC  will  make  a  recommendation  to  SOC.  SOC  will  review 
IFSC's  recommendation  and,  if  required,  will  meet  with  the 
organization  to  obtain  additional  information.  SOC  will 
make  a  recommendation  for  Student  Affairs  (VPSA).  The 
VPSA  will  make  the  final  decision  regarding  the  revisions  or 
amendments.  The  VPSA  will  notify  the  organization  and 
appropriate  departments. 
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General  Scheduling  Policies 

1.  Only  registered  student  officers  may  reserve  space  or 
register  events. 

2.  Scheduling  G-Lobby  tables  is  done  through  the  Students 
Activities  &  Campus  Center  Office  on  a  first  come-first  serve 
basis.  Only  registered  officers  may  sign  up  for  tables. 

General  Procedures  for  Program  Planning 

1.  Know  the  date  and  activity  before  picking  up  a  Room 
Request  Application  (available  in  the  Student  Activities  & 
Campus  Center  Office). 

2.  Sit  down  with  the  room  reservationist  to  reserve  space  & 
discuss  set-up  needs  of  your  events. 

3.  Meet  with  a  staff  member  of  the  Student  Activities  Office 
to  complete  program  planner,  discuss  details  of  event, 
evaluate  contracts,  etc.  All  program  planning  must  begin  a 
minimum  of  2  weeks  before  the  event. 

4.  Have  all  contacts  (if  applicable)  signed  by  the  Director  of 
Student  Activities  &  Campus  Center. 

5.  Contact  the  Facilities  Department  for  custodial  service  (if 
applicable). 

6.  Contact  Public  Safety  for  an  officer  (if  applicable). 

7.  Contact  DAKA  for  food  requests  (if  applicable). 

8.  You  will  receive  a  confirmation  form  from  the  Student 
Activities  &  Campus  Center  Office  after  program  planner  is 
complete  and  signed  by  the  Advisor,  student  representative 
&  Student  Activities.  Please  review  the  form  to  ensure  that 
all  details  of  the  event  scheduled  are  correct.  Please  sign  and 
return  to  the  Student  Activities  &  Campus  Center  Office. 

Solicitation  Policy 

In  order  to  ensure,  as  far  as  possible  and  reasonable,  that  the 
integrity  of  the  campus  as  an  academic  community  and  the 
privacy  of  students  is  preserved,  individuals  and /or 
organizations  may  not  advertise,  sell  or  solicit  a  service  or 
product  or  take  orders  for  articles  or  services  on  campus 
unless  authorized  by  the  Director  of  the  Student  Activities  & 
Campus  Center.  Fitchburg  State  College  reserves  the  right  to 
regulate  the  time,  place  and  manner  of  the  solicitation,  when 
authorized. 


Fund  Raising 

Organizations  are  encouraged  to  fund  raise.  Fund  raising 
must  follow  the  Solicitation  Policy.  Any  money  raised  on 
campus  or  through  a  recognized  student  organization  must 
be  deposited  into  an  on-campus  account. 

Raffles 

In  order  to  hold  a  raffle  you  must  comply  with  the 

following  guidelines: 

1.  Have  your  raffle  approved  by  the  Assistant  Director  of 
Student  Activities  &  Campus  Center  or  his/her  designee. 
According  to  Massachusetts  State  guidelines,  alcohol  may 
not  be  awarded  as  a  prize. 

2.  Use  sequentially  numbered  tickets  (available  in  the 
Treasurer's  Office  for  free).  The  date,  time  and  location  of  the 
drawing  should  be  listed  on  all  printed  materials. 

3.  Present  tickets  prior  to  sales,  at  the  Treasurer's  Office  for 
initial  auditing. 

4.  Sell  tickets. 

5.  Bring  cash  receipts,  cash  deposit  form,  unsold  tickets  and 
completed  RAFFLE  and  /or  BAZAAR  TAX  RETURN  Form 
to  the  Treasurer's  Office  will  send  the  required  5%  to  the 
Lottery  Commission. 

6.  Hold  drawing  on  specified  date  and  distribute  prizes 
accordingly. 

Tickets 

Any  event  that  has  an  admission  fee  requires  the  use  of 
tickets.  Strip  tickets  may  be  obtained  at  the  Treasurer's 
Office,  or  special  event  tickets  may  be  ordered  through  the 
Student  Activities  &  Campus  Center  Office.  Tickets  must  be 
audited  at  the  Treasurer's  Office  prior  to  the  event.  All  ticket 
stubs,  left  over  tickets  and  deposits  must  be  returned  to  the 
Treasurer's  Office  for  a  complete  audit.  Money  must  and  will 
be  deposited  into  your  on-campus  account. 

Ticket  Sales  on  Campus: 

To  sell  on  campus,  you  must  be  a  recognized  college  group 
or  organization. 

Groups  or  organizations  must  adhere  to  the  following 
procedures: 

1.  The  sponsoring  group  or  organizations  must  obtain 
permission  to  sell  tickets  by  completing  the  Fund  Raising 
Event  Form  available  in  the  Student  Activities  &  Campus 
Center  Office. 

2.  An  account  must  be  established  in  the  Business  Office  for 
deposit  of  all  revenue  from  ticket  sales.  (For  further 
information  or  assistance,  contact  the  Treasurer's  Office, 
Student  Activities  &  Campus  Center  Office  or  the  Student 
Government  Association). 

3.  The  person  in  charge  of  selling  for  the  sponsoring  group 
or  organization  begins  with  a  specific  amount  of  the 
individually  and  consecutively  numbered  tickets.  He/she  is 


responsible  for  returning  either  the  unsold  tickets  or  the 
exact  amount  of  funds  to  cover  those  tickets  sold. 

Contracts 

Contracts  must  be  submitted  to  the  SGA  treasurer  with  a 
requisition  form.  Please  remember  to  have  the  agency  or 
artist  fill  in  their  Federal  I.D.  or  social  security  number  and 
sign  the  contract.  A  contract  can  not  be  processed  without  a 
Purchase  Order  (PO).  Faxed  contracts  are  not  acceptable! 

Purchases 

When  an  organization  wants  to  purchase  a  product, 

supplies  or  service,  it  must  go  through  the  following 

steps: 

1.  Conduct  an  informal  bid  process  and  call  three  or  four 
places  to  find  the  right  price  for  the  quantity  and  quality  of 
the  item. 

2.  Once  you  have  decided  on  a  company  or  a  purchase 
call  the  company  and  get  the  following  information: 

Exact  cost  of  the  item  (including  art  charges, 
shipping,  additional  color  charge,  etc.) 
Correct  name  of  vendor 
Address  and  telephone  number  of  vendor 
Vendor's  Federal  ID  or  social  security  number 
Does  the  vendor  accept  purchase  orders 

DO  NOT  PURCHASE  THE  ITEM!!! 

Organizations  must  wait  for  a  purchase  order  before 

purchasing  or  ordering  anything! 

3.  Fill  out  the  Requisition  form  completely,  and  keep  the 
organization's  copy  for  your  records. 

4.  Give  the  Requisition  form  to  the  SGA  Treasurer. 

5.  Allow  3-5  days  for  a  purchase  order  to  be  completed. 
Often  a  company  will  accept  the  purchase  order  number 
over  the  phone.  If  this  is  the  case,  you  may  order  your 
purchase  at  that  time. 

6.  Order  goods  and  give  company  the  Purchase  Order 

number. 


7.  Have  goods  delivered: 

Fitchburg  State  College 

Shipping  &  Receiving  Department 

c/o  organization  name  &  contact 

person 

160  Pearl  St. 

Fitchburg.  MA  01420 

All  goods  must  be  visually  checked  at 
shipping  &  receiving.  A  check  will  not  be  cut 
until  this  step  is  completed. 

8.  Upon  receipt  of  the  bill  or  merchandise,  a 
check  will  be  cut  and  mailed  to  the  vendor. 


♦  Standard  office  supplies  may  be  purchased 

at  the  campus  store  located  in  the  Materials  Management 

Department  in  the  Anthony  Building.  15 


Payment  Procedures 

All  expenditures  must  be  preceded  by  the  completion  of  a 
dul\  executed  requisition  form.  Originals  must  be  used.  No 
copies  an-  accepted.  Original  sales  receipts  and  the  reason 

tor  the  purchase  is  required. 

It  take  three  business  days  from  the  time  this  form  reaches 
the  business  office  for  the  PO  to  be  mailed. 

Before  payment  verification  of  goods  and  services  received 
should  be  approved  by  the  organization. 

Requisitions,  travel  requests  and  payment  requests  shall  be 
forwarded  to  the  SGA  treasurer  and  to  the  Student  Activities 
&  Campus  Center  Director  for  approval. 

Remember  to  mark  the  requisition  form  for  pick  up  if  you 
are  going  to  hand  cany  the  purchase  order  to  the  vendor. 

For  a  service  contract  requisition,  a  home  address,  social 
security  number  and  a  contract  are  required  for  payment. 
Contracts  are  available  in  the  Student  Activities  &  Campus 
Center  Office. 

Checks  are  issued  each  Wednesday  and  Friday.  All 
documentation  must  be  on  file  in  the  business  office  for  a 
check  to  be  cut. 

An  expenditure  greater  than  $500  should  be  purchased 
under  Massachusetts  Higher  Education  Council  (MHEC) 
unless  it  is  for  a  performance.  These  forms  are  available  in 
the  SGA  Office.  If  the  vendor  is  not  under  MHEC, 
organizations  must  submit  three  written  bids  with  the 
requisition. 

Since  FSC  is  tax  exempt,  Massachusetts  sales  tax  is  not  paid 
to  vendors.  See  the  SGA  treasurer  if  you  require  the  college's 
tax  exempt  number.  Failure  to  use  the  tax  exempt  number  is 
the  fault  of  the  person  incurring  the  expenditure,  and  the 
resulting  tax  will  not  be  reimbursed.  Failure  to  complete  a 
requisition  form  properly  may  result  in  an  organization 
paying  sales  tax. 

Campus  Personnel 

The  following  payment  process  will  apply  for  services 
rendered  by  police,  electricians,  janitors  and  carpenters  for 
campus  sponsored  events  and  activities: 

For  an  event  requiring  custodial  or  security 
personnel  must  fill  out  a  payroll  form 
available  in  the  Student  Activities  &  Campus 
Center  or  Facilities  Office.  This  form  must  be 
submitted  to  the  Assistant  Director  of  the 
Student  Activities  &  Campus  Center  prior  to 
the  event  to  insure  the  funds  are  available  in 
the  correct  account.  If  funds  must  be 
transferred,  they  must  be  done  so  prior  to 
filling  out  the  payroll  form. 
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Requisitions 

A  requisition  form  allows  an  organization  to  encumber 
funds  to  a  vendor.  A  requisition  sets  up  a  Purchase  Order 
(PO)  which  ensures  payment  to  the  vendor  upon  delivery  of 
goods  or  services.  The  FSC  requisition  form  has  four  copies. 
The  student  organization  keeps  the  green  copy  once  it  is 
signed  by  the  Assistant  Director  of  the  Student  Activities  & 
Campus  Center  and /or  the  SGA  treasurer.  The  three 
remaining  copies  go  to  the  Treasurer's  Office  will  go  to  the 
Treasurer's  Office.  Upon  receipt,  the  Treasurer's  Office  will 
either  create  a  purchase  order  or  request  bids  for  the 
requested  bids  for  the  requested  purchases. 

Trust  Fund  Requisition  Form 

1.  FUND:  List  the  three  digit  fund  number  that  will  be 
charged  for  these  purchases.  All  student  organizations 
(funded  or  not)  have  a  Til  fund  number. 

2.  DEPARTMENT:  List  the  four  digit  fund  department 
number  that  will  be  charged  for  these  purchases.  SGA 
funded  clubs  use  3800  as  their  number  and  non-funded 
clubs  use  3820. 

3.  VENDOR  CODE:  List  the  13  digit  vendor  number 
assigned  to  this  vendor.  For  individuals  this  is  the  nine  digit 
social  security  plus  the  four  letters  of  the  last  name.  For 
business  it  is  the  Federal  Employer  Identification  number. 
Always  ask  the  vendor  for  the  identification  number! 

4.  DATE:  Date  of  request. 

5.  VENDOR  NAME:  Name  and  address  of  suggested 
vendor.  Three  names  are  needed  for  bids. 

6.  DELIVER  TO  NAME:  Name  of  individual  to  whom  the 
items  are  to  be  delivered  at  FSC. 

7.  DELIVER  TO  DEPARTMENT:  Name  of  department  to 
which  items  are  to  be  delivered. 

8.  QUANTITY:  Number  of  items  ordered. 

9.  CATALOGUE  NUMBER:  Vendor  catalog  number  assures 
proper  purchase.  Please  list  if  available. 

10.  ITEM  DESCRIPTION:  Description  of  item  to  be 
ordered.  Use  as  many  lines  as  necessary. 

11.  SUB-OBJECT  CODE:  Will  always  be  00  for  funded  and 
non-funded  student  organizations. 

12.  EXPENSE  OBJECT  CODE:  This  is  the  code  that 
identifies  what  area  of  your  budget  the  purchase  is  coming 
from.  For  example,  any  food  ordered  through  DAKA  comes 
from  a  J-56  account.  The  Treasurer's  Office  can  provide  you 
with  a  handbook  an  all  account  numbers.  Some  frequent 
codes  are: 

E02  Printing 

H15  Speaker 

J04  Entertainment 

J28  Public  Safety 

J56  DAKA 


13.  CATEGORY  CODE:  The  Category  Code  is  a  further 
breakdown  of  the  department  code.  It  is  used  to  further 
codify  by  project  or  sub-fund.  If  you  think  that  you  might 
use  this  feature,  please  contact  the  Treasurer's  Office.  This  is 
the  number  that  identifies  your  particular  organization  or  a 
particular  committee  of  your  organization.  This  will  be 
difficult  for  every  group. 

14.  UNIT  PRICE:  The  cost  of  one  item  ordered. 

15.  AMOUNT:  Unit  price  multiplied  by  the  quantity 
ordered. 

16.  SOURCE  OF  PURCHASE:  List  source  of  purchase  of 
known. 

17.  TOTAL:  The  total  cost  of  all  items  listed. 

18.  REQUESTOR:  Signature  of  purchaser.  This  will  be  the 
treasurer  or  the  president  of  the  student  organization. 

19.  CHAIR/DEPARTMENT  HEAD:  Signature  of  the 
Assistant  Director  of  the  Student  Activities  &  Campus 
Center  and /or  the  Treasurer  of  the  SGA. 

20.  VICE  PRESIDENT:  Signature  of  the  Director  of  the 
Student  Activities  &  Campus  Center. 

21.  APPROVED  BY:  Approval  of  budget  funds  availability 
by  Treasurer's  Office. 

22.  ENTERED  BY:  Data  entry  persons  signature  in 
Treasurer's  Office. 

23.  PURCHASE  ORDER  NUMBER:  Purchase  order  number 
assigned  to  the  requisition. 

Deposits 

All  deposits  must  be  accompanied  by  a  trust  fund  cash 
deposit  from  (available  at  the  Student  Activities  &  Campus 
Center  Office,  Treasurer's  Office  or  SGA).  All  checks  should 
have  the  receipt  account  number  on  the  back  to  assure 
deposit  in  the  proper  account  and  to  identify  the  account  if 
any  checks  are  returned.  All  cash  and  coins  will  also  be  listed 
separately  on  the  Trust  Fund  Cash  Deposit  Form.  The  receipt 
account  number  and  the  income  description  must  be  entered 
on  the  appropriate  line.  If  you  are  adding  a  deposit  to  a  non- 
existing  account,  the  Treasurer's  Office  will  assign  a  new 
receipt  account  number  to  your  organization.  The  total  of  all 
receipts  must  equal  the  amount  deposited  for  this  voucher.  A 
clerk  in  the  Treasurer's  Office  will  issue  a  receipt  and  deposit 
to  the  depositor  as  well  as  sending  a  copy  to  the  originating 
department  after  the  deposit  is  posted.  The  amount 
deposited  to  each  account  will  appear  in  detail  form  on  your 
monthly  statement.  Transfer  forms  must  be  completed  to 
generate  revenue  to  various  accounts  within  an 
organization's  budget. 


Deposit  Form  (See  appendix) 

1.  DEPARTMENT  NAME:  Enter  SGA  if  funded. 

2.  FUND  NAME:  Fill  in  the  fund  name  to  be  credited  with 
deposit. 

3.  AMOUNT  DEPOSITED  CHECKS:  Enter  the  total  for  the 
checks  in  this  deposit.  Checks  must  be  stamped  with  the 
Check  Deposit  Stamp  and  the  appropriate  fund  entered  on 
the  stamped  check. 

4.  AMOUNT  DEPOSITED  CASH:  Enter  the  total  amount  of 
coins  in  this  deposit. 

5.  AMOUNT  DEPOSITED  COIN:  Enter  the  total  amount  of 
coins  in  this  deposit. 

6.  AMOUNT  DEPOSITED  TOTAL:  Add  checks,  cash  and 
coins  and  enter  total  amount. 

7.  FUND  CODE:  Enter  the  three  digit  fund  code.  This  will  be 
Til  for  all  student  organizations. 

8.  DEPARTMENT  CODE:  List  the  four  digit  department 
number.  SGA  funded  clubs  use  3800  as  their  number  and 
non-funded  use  3820. 

9.  SUB-OBJECT  CODE:  preprinted. 

10.  REVENUE  OBJECT  CODE:  Enter  the  three  digit  revenue 
object  code  for  this  receipt.  This  is  the  type  of  revenue  you 
are  depositing  such  as  007  for  Ticket  Sales.  A  listing  of  the 
codes  are  available  in  SGA  or  the  Treasurer's  Office. 
Example:  fund-raising  017,  Raffle  017,  Dues  008,  Ticket  Sales 
008. 

11.  CATEGORY  CODE:  Enter  the  four  digit  department 
code  for  this  receipt.  This  is  the  number  that  identifies  your 
organization. 

12.  INCOME  DESCRIPTION:  Enter  as  detailed  a 
description  as  you  can  in  the  30  digit  field  available.  This 
will  print  on  your  monthly  report  and  should  specifically 
describe  the  activity. 

13.  AMOUNT:  Enter  the  total  amount  to  be  credited  to  this 
particular  account. 


14.  TOTAL  DEPOSIT:  Add  entries  in  the 
amount  field  and  enter  the  total  amount  in 
this  field. 

15.  DEPOSITED:  Add  all  entries  in  the 
amount  field  and  enter  the  total  amount  in 
this  field. 

16.  DATE:  Enter  the  date  of  the  Deposit. 
Please  bring  the  entire  form  to  the  Treasurer's 
Office  with  the  deposit.  It  will  be  verified  and 
signed  and  the  receipt  copy  will  be  given  to 
the  depositor.  The  deposit  will  then  be  sent  to 
the  bank  and  entered  into  the  accounting  system 
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Budget  Adjustment 

NKmio\  can  be  moved  tram  account  to  account  as  vou 
deposit  rev  enue  or  deplete  sections  of  the  account.  The  blue 
Budget  Adjustment  form  is  available  in  the  Student 
Activities  &  Campus  Center,  Treasurer's  Office  or  SGA. 

Budget  Adjustment  Form  (See  appendix) 

1.  Check  the  existing  box  to  take  money  from  an  account. 

2.  FIND  CODE:  Enter  the  three  digit  fund  code.  This  will  be 
Til  for  all  student  organizations. 

3.  DEPARTMENT  CODE:  List  the  four  digit  department 
number.  SGA  funded  clubs  use  3800  as  their  number  and 
non-funded  use  3820. 

4.  SUB-OBJECT  CODE:  Will  always  be  00  for  funded  and 

non-funded  student  organizations. 

5.  EXPENSE  OBJECT  CODE:  This  is  the  code  that  identifies 
what  area  of  your  budget  the  transfer  is  coming  from.  For 
example,  if  the  organization  wants  to  take  money  from  a 
DAKA  account  it  would  be  J56.  The  Treasurer's  Office  can 
provide  you  with  a  handbook  on  all  account  numbers. 

6.  CATEGORY  CODE:  Enter  the  four  digit  department  code 
for  this  receipt.  This  is  the  number  that  identifies  your 
organization. 

7.  DESCRIPTION:  Write  in  a  description  of  where  the 
money  is  coming  from  and  where  it  is  being  transferred. 

8.  BUDGET  DECREASE:  Write  in  the  amount  to  be 

decreased  from  this  account. 

9.  On  the  next  line,  check  the  box  of  the  account  that  the 
money  is  to  be  transferred  into.  Is  it  a  new  account  or  an 
existing  account? 

10.  Repeat  steps  2  through  7  filling  in  the  necessary 
information  for  the  account  you  wish  to  transfer  the  money 
into. 

11.  BUDGET  INCREASE:  Write  in  the  amount  that  the 
account  is  to  be  increased.  This  must  be  equal  to  the  amount 
of  money  withdrawn  from  other  accounts  on  the  form. 


12.  JUSTIFICATION:  Budget  Adjustments 
are  not  made  lightly.  Please  provide  the 
justification  for  moving  the  money  around. 

The  form  must  be  signed  by  the 
organization's  treasurer/president,  the 
Director  of  the  Student  Activities  &  Campus 
Center  and /or  the  SGA  treasurer. 
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Student  Activities    &   Campus   Center 

Memorandum 


From:         Tullio  Nieman,  Director 

Student  Activities  &  Campus  Center 

To:  Rosemary  Clark 

FSC  Mail  Room 

Subject:       Student  Bulk  Mailing 


The  student  organization  listed  below  has  permission  to  utilize  the  services 
of  the  mail  room.  Should  this  present  any  problem  for  you  please  contact  my 
office  at  ext .  3160. 

Thank  you. 
**************************************************** 

Approval  of  Student  Organization  Bulk  Mailing  via  the  College  Post  Office: 

-  Your  return  address  must  be  on  each  piece  of  mail. 

-  The  CC/SA  Director  will  review  the  document  to  assure  that 
the  mailing  complies  with  the  purpose  of  the  organization. 

Once  approved,  your  bulk  mailing  may  be  scheduled  at  the  SA  &  CC  office. 

-  The  College  Post  Office  needs  five  days  notice. 

-  Bulk  mailings  cannot  be  done  on  Mondays  or  the  day  after  a 
holiday. 

-  Fifty  pieces  or  more  is  considered  a  bulk  mailing. 

-  Items  must  be  arranged  in  alphabetical  order. 

Today's  Date: 


Name:  Tele  # 


Organization: Org.  Box  # 

Date  of  mailing:  

Item  to  be  mailed: 

#  of  pieces  to  be  mailed:  
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FITCHBURG  STATE  COLLEG 

TODAY'S  DATE 

EGOIVIPyT 

Spate  output  i 

:xl Please  allow 5 

ER  CENTER 

JEEDED 

lYOURNAME     • 

d  usiness  day  s  :•■•;•:;::•  • 

)UTPUT. BE  HANDLED?         r 

n  campus  maff 

up  at  computer  center    .-pv: 

trie  -aOPl^xP 

DEPARTMENT  :> 

:::::;:;  fOf  processing. 

Ili-JOW  SHOULD  C 
••••••...□•        Put  i 

n "    pick 

:.'D  "•  ''.Can 

••••  ••••:-D         Othe 

Authorizing  sfgnature 
All  personnel  requests  (Director  of  Personnel  or  fep.) 
All  day  school  requests  (Dean  of  Students  or  rep.)  ••:- 
:  All  Grad..  &. Continuing  Ed  requests  (Dean  of  GCE  or  rep.) 
Alt  Alumhirequests  pirector  of  Alumni  or  rep.)  '•'•'••'• 

r    ..  •••     ••••.•••.•.•:.•.•.•;:'.•••••.;"•:•:'.'.•.'• 

l~1  LABELS                             Describe  Population: 

D  On  Campus 

(Alpha  -  Names  Only) 

How  many  sets?  _ 

D  Home  Address 

Sort  Order 

D 
D 

D 

How  many  sets? 

Type: 

□ 
□ 

D 
□ 

Other  instructions: 

Zip  code 

Alpha 

Other 

Standard  Label 
File  Folder 
Cheshire 
Other 

" 

□  ROSTERS                        Type  of  Report: 

Describe  Population: 

What  do  you  want  on  the  report 

? 

How  do  you  want  report  sorted"; 
How  many  copies? 

> 

COMPUTER  USE  ONLY 

TOTAL 

Delivered 
Campus  Mail 
Tray 

JSN                                     DATE  DONE 

INITIALS 

□ 

D 
D 

1 

Please  note  that  special  requests  may  require  program  development  time.  These 
requests  will  be  scheduled  with  other  program  development  as  received. 
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Sample  Constitution  Format 

Article  I:  Name 

State  the  official  name  ofthe  organization. 

Article  II:  Purpose 

State  the  purpose,  or  goals  of  the 
organization.  It  may  be,  by  definition, 
academic,  cultural,  service-orientated, 
political,  religious,  etc.  The  group  should 
not  duplicate  the  ideals  of  an  already 
existing  student  organization.  If  there 
are  similarities,  state  the  unique  aspects 
which  characterize  the  organization. 
State  any  local,  regional  or  national 
affiliations  with  any  other  groups.  State 
how  the  organization's  purpose  is 
consistent  with  the  College  mission. 

Article  III:  Membership 

Define  who  is  eligible  for  membership. 
Membership  may  only  be  open  to  FSC 
undergraduate  students.  State  that 
membership  must  be  open  to  all  FSC 
undergraduate  students.  State  the 
organization  will  not  discriminate  on  the 
basis  of  race,  creed,  religion,  color,  age, 
sexual  orientation,  sex,  disability ,  veteran 
status,  marital  status  or  national  origin. 
Stateguidelinesformembershiprenewal, 
removal  or  voluntary  discontinuance. 
Members  must  have  the  freedom  to 
discontinue  membership  at  any  time. 
State  that  the  organization  will  ensure 
that  its  membership  will  not  practice  any 
physically  or  psychologically  abusive 
hazing  behaviors  -  either  intentionally  or 
unintentionally.  State  any  requirements 
for  membership  such  as  paying  dues, 
GPA,  etc. 

Article  IV:  Officers,  Duties  and  Requirements 

Describe  the  governance  structure.  Is 
there  an  executive  board?  State  the 
duties  of  the  officers  (call  meetings, 
determine  agendas,  approve 
expenditures,  etc.).  State  any 
requirements  for  officers  (GPA,  extended 
membership,  etc.)  State  the  organization 
must  have  full-time  FSC  undergraduate 
students  in  good  academic  standing  as 
officers. 


22 


Article  V:  Meetings 

State  approximately  how  often  meetings 
can  be  held.  State  who  has  the  authority 
to  call  meetings.  State  what  quorum  is 
required  at  meetings  (if  appropriate). 
How  will  meetings  by  run  (Parliamentary 
Procedure,  etc.). 

Article  VI:  Bections  &  Officer  Replacement/ 

Removal 

State  how  officers  will  be  elected, 
appointed,  removed  or  replaced.  State 
what  justifies  removal.  It  is  strongly 
suggested  that  elections  be  conducted 
.  by  democratic  procedures.  State  the 
time  line  for  elections. 

Article  VII:        Judicial  Action  (Optional) 

State  the  process  for  disciplining 
members  of  the  organization. 

Article  VIII:       Finances 

State  how  the  organization  will  be  funded 
(dues,  outside  sources,  SGA). 

Article  IX:         Advisor 

State  the  process  for  selecting/removing 
the  advisor.  Advisors  must  be  full-time 
FSC  faculty  or  professional  staff 
members.  State  whether  the  advisor  is 
a  voting  or  non-voting  member. 

Article  X:  Amendments/Revisions 

State  the  procedures  for  amending/ 
revising  the  constitution  (posted  notices 
of  amendments  for  two  weeks  prior  to 
vote,  placing  an  amendment  on  the  floor 
for  two  weeks,  etc.)  State  who  may 
propose  an  amendment. 

Article  XI:         SOC  Enabling  Clause 

This  must  appear  at  the  end  of  the 
Constitution. 

The  (name  of  the  organization)  agrees 
to  abide  by  the  policies  of  Fitchburg 
State  College  as  well  as  all  federal,  state 
and  local  laws.  This  Constitution  and 
any  revisions  or  amendments  must  be 
approved  by  the  SOC  and  Vice  President 
for  Student  Affairs  prior  to 
implementation. 


m& 


«5  Wr 


SPECIAL  FUNCTION  ORDER 


LOCATION  STAMP 


ORGANIZATION  HOLDING  FUNCTION 


ame 


i  ddress 


epresentative 


I  »lephone  Number 


;  rtarge  To 


Type  of  Function 


Date  of  Function 


Day  of 
Week 


Room(s)  Assigned 


Food  Prepared  on  Site 


or  Delivered 


Time  of: 

Arrival. 

Serving. 


.Bar  Open. 
.Bar  Close. 


Coffee  AM 
Coffee  PM 


Number 

•rsons 
.  jaranteed 

rsons  to  ~~~ 
epare  for 

"""" 

rsons  at 
1  tad  Table 

'  idle  ware 

China 

Paper 

J  ensils 

Silver 

Plastic 

.  rien 

Cloth 

Paper 

I  ir  D'oeures 

Yes 

No 

"  'Peof 
/  Ml  Wine 

"  'pe  of 
\  ne  Glass 

"  fpe  of 
"  iajt  Wine 

'  'pe  of 
'  iast  Glass 

1  ke 

Yes 

No 

.  [n» 

Yes 

No 

I  iat  Check 

Yes 

No 

>  iest  Book 

Yes 

No 

>  ft  Table 

Yes 

No 

Number 

Waitresses 

- 

Bartenders 

Tables 

Chairs 

Favors 

Yes 

No 

Flowers 

Yes 

No 

Table 
Numbers 

Yes 

No 

Place  Cards 

Yes 

No 

Candles 

Yes 

No 

Photographer 

Yes 

No 

Music 

Yes 

No 

Proiector 
&  Screen 

Yes 

No 

Blackboard 

Yes 

No 

Podium 

Yes 

No 

Public  Address 
System 

Yes 

No 

Type  of 
Microphone 

Podium 

Hand 

ce  per  Person 

X 

>  atuity 

TOTAL  PER  PERSON 

11  >   Guaranteed  X  Total  Per  Person 

:-<TRAS: 

-     ..... 

- 

TOTAL 

MENU 


ADDITIONAL  COMMENTS. 


Payment  Terms 


Bar 
Arrangements 


Invoice 


Cash 


Chit 


Cash 


Open 


Other 


Need  Client 
Requisition? 


Actual  Number 
of  Persons 


Invoice  Number 
(Acct'g    Dept  ) 


Yes 


No 


Daka,  Inc.    WILL  ACCEPT  CHANGES  IN 
NUMBER  GUARANTEED  NO  LATER  THAN 


AM 
PM 


Date 


Hour 


Dalca,  Inc.   Representative 


Date 


Organization  Representative 


Date 
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FOOD  SERVICE  RELEASE  FORM 


F.S.C.  AGREEMENT 


The  Agreement  between  Fitchburg  State  College  and  Daka  Food 
Service  requires  that  all  events  being  held  on  the  premises  of  F.S.C 
by  any  club/organization  requiring  food  and  beverage  be  contracted 
through  Daka  Food  Service  unless  prior  approval  is  obtained.   In 
order  to  obtain  approval,  the  club/organization  must  know  in  advance 
the  number  of  expected  attendees  since  permission  will  only  be  given 
for  events  with  less  than  twenty-five  (25)  participants.   Failure  to 
comply  with  this  rule  will  jeopardize  future  authorization  forms. 


Club /Organization: 
Type  of  Event; 


DAKA  RELEASE  FORM 


Date  of  Event: 


Place  of  Event: 


Name  of  student  applying  for  waiver: 

APPROVAL  GRANTED: 


DATE: 


-Keep  this  permission  slip  for  your  records ! 


Club/Organization: 
Type  of  Event: 


•STUDENT  AFFAIRS  FILE  COPY- 
DAKA  RELEASE  FORM 


Date  of  Event: 


Place  of  Event: 


(Name  of  student  applying  for  waiver) 

APPROVAL  GRANTED: 


(Today's  Date) 
DATE: 


Attendees  shall  not  exceed  twenty-five  people, 
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—  ROBERT  Q.CRANE 
Chairman 


WaAiacliusetU  Stale  jLotUnj  Commission 

CHARITABLE  GAMING  DIVISION 

P.O.  Box  800 

Braintree,  Massachusetts  021 84 

Tel.  61 7-849-5555 


?.16LjCs 


JAMES  E.  HOSKER 
Executive  Director 


RAFFLE  AND/OR  BAZAAR  TAX  RETURN 


ATTENTION: 


IDENTIFICATION  NUMBER 


FILE  RETURN  AND  PAYMENT 

WrTHIiSnO  DAYS  AFTER  OCCASION 

TO  ABOVE  ADDRESS 

(SEE  PENALTIES  PAGE  2- PAR.  A.  THROUGH  E.) 

CHECK  (/)  ._ 

TYPE  OF  ACTIVITY:        RAFFlEU      BAZAAR  □      OTHER  (SPECIFY)  \_\ 


FOR  MASSACHUSETTS  STATE  LOTTERY  COMMISSION  USE  ONLY 

Received 


MX 

5y 

■.  in 

•«  « 

as 


PLEASE  TYPE  OR  PRINT  IN  INK 

NAMF  OF  ORflANI7ATmN 

- 

STREET  ADDRESS  OF  ORGANIZATION 


AREA 
CODE 

TELEPHONE  NO 
OF  ORGANIZATION 

CITY  OR  TOWN 


F  ID  NO  OF  ORGANIZATION 


SCHEDULE  1 

COMPUTATION  OF  TAX: 
1 .     Receipts  From  Sales 

X. 


ZIP  CODE 


DATE  OF  OCCASION 


No.  of  Tickets  or 
Chances  Sold 


Cost  Per  Ticket 
or  Chance 


2.  Other  Receipts S. 

3.  GROSS  RECEIPTS  (Add  Lines  1  and  2) 

4.  TAX  $ X  .05   


Amount  of  Une  3 

5.      Penalty  and  Interest  (See  Par.  D-Page  2) s- 

.6.     TOTAL  TAX  DUE  (Add  Lines  4  and  5) ■  •  •       S: 


SCHEDULE  2 

COMPUTATION  OF  NET  PROFIT  OR  (LOSS): 

1.  GROSS  RECEIPTS  (From  Line  3 -Schedule  1) 

2.  LESS  EXPENSES. 

A      Total  Prizes  Awarded  (Cash  or  Value)  S. 


B.     Other  Expenses    S_ 


C.     Tax  Paid  (Line  6-Schedule  1)   S. 


D.     TOTAL  EXPENSES  (Add  Items  2A-B-C) $- 

3.      NET  PROFIT  OR  (LOSS)  (Subtract  Line  2D  From  Line  1 ) S- 


DATE  CHECK  RECEIVED 


FOR  MASSACHUSETTS  STATE  LOTTERY  COMMISSION  USE  ONLr 


DATE  CHECK  DEPOSlTEC 


CHEC* 


INV 

NUMeEc 
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RAFFLE  GUIDELINES 

In  order  to  hold  a  raffle  you  must  comply  with  the  following  guidelines: 

1.  Schedule  the  date  and  time  of  drawing  with  the  Campus  Center/Student  Activities  Office. 

2.  Print  or  purchase  two-part,  sequentially  numbered  tickets  (available  in  the  Treasurer's 
Office.) 

3.  Present  tickets  prior  to  sales,  at  the  Treasurer's  Office  for  initial  auditing. 

4.  Sell  tickets. 

5.  Bring  cash  receipts,  cash  deposit  form,  unsold  tickets  and  completed  RAFFLE  and/or 
BAZAAR  TAX  RETURN  FORM  to  the  Treasurer's  Office.  The  Treasurer's  Office  will  send  the 
required  5%  to  the  Lottery  Commission. 

6.  Award  prize  to  winners.   Date  and  time  of  drawing  should  be  listed  on  all  printed  material. 

Almost  anything  (money,  gift  certificate,  product,  etc.)  may  be  raffled  off,  with  the  exception  of 
ALCOHOL  (basket  of  cheer,  kegs,  gift  certificates  to  liquor  store,  etc.). 

If  you  have  questions  please  contact  the  Campus  Center/Student  Activities  Office  at  ext.  3160. 


THIS  IS  TO  VERIFY  THAT IS  IN 

(club  or  organization) 
COMPLIANCE  WITH  STATE  AND  LOCAL  LAWS  CONCERNING  RAFFLES. 


Item  to  be  Raffled  Dates  for  Ticket  Sales 


Location  of  Drawing  Date  of  Drawing 


Representative  of  Club  or  Organization  Date 


Scheduling  Office,  Campus  Center\Student  Activities       Date 


Treasurer's  Office  Date 


*********  to  BE  DISPLAYED  AT  POINT  OF  SALE  ******** 


C\reserve\forms\raffles.cre 
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HTCHBURG  STATE  COLLEGE 

1996  - 1997  Hazing  Compliance  Form 

Certification  with  Chapter  536  of  the  Acts  of  1985  and  Chapter  665  of  the  Acts  of  1987 

The  person  whose  signature  appears  below  certifies  that: 

Name  of  Group 

is  in  full   compliance  with  the  provisions  of  Chapter  536  of  the  Acts  of  1985  and 
Chapter  665  of  the  Acts  of  1987.  In  addition,  every  member,  plebe,  pledge  or 
applicant  for  membership  has  been  issued  a  copy  of  the  document,  "An  Act 
Prohibiting  the  Practice  of  Hazing''  and  "An  Act  Increasing  the  Penalties  for 
Hazing." 

Name  Position  Date 
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Date  of 
Event: 


Room: 


ROOM  REQUEST 

Setup 
Time: 


Starting 
Time: 


Ending 

Time: 


Kind  of  Event: 


01_  meeting 

09   conference 

02   speaker 

10   rehearsal 

03   meal 

11   performance 

04   social  event 

12 course  (non-credit) 

05   academic 

13 religious 

06   film/video 

14   sales 

07   registration 

15   exhibition 

08   recreational 

16   other 

Title  of  Event: 


Attendance: 


Organization: 

Requestor's  Name: 

Address: 

Telephone: 

N 
N 

Type  of  setup  (select 

CI empty 

02 lecture 

03   conference 

one) 
05 
06 
07 

food:  Y 

_perimeter      alcohol:  Y 

_attached 
as  is 

04 seminar 

08 

__comments 

Setup  Comments: 

< 

Equipment 

A.V.  Equipment 

i 

0 1 chalkboard 

02 coat  rack 

03 podium- standing 

01 overhead  projector 

02 3/4"  VCR  w/TV 

03   1/2"  VCR  w/TV 

04 podium-table  top 

04 16  mm  projector 

05 easel 

05 PA/Sound  System 

06 DJ  Console 

07 extension  cord 

08 microphone 

Signature: 

Date: 

Services : 

01 extended  hours 

02 custodial 

03   security 

05 electrical 

06 food  service 

07   media/tech 

Partial  Information 
Major  Event 
Calendar 

04 grounds  crew 

Notes: 

1. 

2& 

I 
.i 

FITCHBURG  STATE  COLLEGE  STANDARD  ENGAGEMENT  AGREEMENT 


The  undosifiied  artist(s)  and  presenter  agree  to  the  foUowing  term*  and  conditions  for  the  engagement  herein  described  below: 
I.     Name  under  which  artist  operates                                                                   . 
2..     Social  Security  number  if  check  to  be  made  out  to  same    

3.  Address . 

4.  Date  of  agreement  . . 


5. 

6. 

7. 

8. 

9. 
10. 
13. 
14. 

IS. 


Fitchburg  State  College  contact  person 

Agreed  price  and  how  paid    

Performance  day  and  date 


Performance  place 


Length  of  performance 
Arrival  time 


.11.    Showtime 


.12.    Rehearsal  time 


Personnel  reports  to 


If  riders  are  to  be  made  a  part  of  this  agreement,  indicate  below 
Presenter Artist 


.Agent. 


Additional  agreement  provisions 


II  U  understood  that  the  arti*t<i)  executes  this  uramoi  as  aa  independent  contractor  aad  b  not  employed  of  the  pi— cor  aad  thai  artmli  I  shall  haw  the  exclusive  control  gw  tha  meat 
details  of  fulfilling  her/his  ootaaattoeu  under  Una  contract,  except  for  parformaaet  tinsels)  miithmna  aad  maximum  length  of  act. 

Artistli)  agieas  to  perform  and  discharge  aO  ""ta-ri~»*  as  aa  Inrtarnarlaal  contractor  aadar  any  aad  ail  laws,  whether  existing  or  to  the  future,  m  any  war  pertaining  to  (he  cnea lament  hereunder,  mrmrhng 
bat  not  limited  to  Social  Security  bran,  workman's  tnaipeiitarion  insurance,  income  taxes,  state  emptoymau  insurance  laws  taxes  aad  coarxiotroons.  pubek  liability  lata  ranee;  aad  artisKs)  will  hold  preaeator 
hanas—  against  any  sach  laws  as  wed  as  against  all  anion  dams  for  welfare  payments. 

Afthxts)  tipiessnli  thai  in  per  for  mine  their  (her/his)  act  under  the  terms  of  this  contract,  they  are  aot  tnf  ringing  on  the  prapanj  right,  copyright,  patent  right  or  aay  other  right  of  aayoae  aac  aad  If  aay  mat 
is  brought  or  a  daim  made  by  aayoae  that  anything  ia  conjaacnoa  with  the  ownenhip  or  the  presentauoo  of  the  said  act  or  appearance  is  aa  infringement  oa  the  piupeuy  right,  copyright,  paaaat  right  or  aay 
orharrlajstt,  ■■ Tjga>)walsnaal sH '"y  '»»-r— — ■»  .p.^  .^  .»i  .n  u»  awamsaoaat,  inoiaaytswerollssTsaai  wta<a»aiwb»iaajB«of>eekM|  *f*r  f*~ saJUsasaa  «ii~*«g  ik.  f  raanmawasi  of  ■>»■«,« 

st  traction  called  for  heron . 

Aay  coeitrovcnaas  arisiag  batwaaa  the  emnJi)  aad  the  presenter  pertaiaiag  to  this  coturau  shall  be  reserved  by  the  Courts  of  the  State  of  Haesarhnsini  wasria  the  engagement  is  par  formed. 
jsa^ajeaaaw.aawstjaJajjlMgMaajaB^w 


DATE    . 
ARTIST. 


ADDRESS 


DATE 


F.S.C.  CONTACT  PERSON 

PRESENTOR   

ADDRESS     


Agreed  by 


(artist) 


Agreed  by 


(presenter) 


(agent/ representative) 


(presentor) 


Ditesent 


Date  to  be  returned 
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FlTCHBURG 

State  College 


DEPARTMENT  BUDGET 
ADJUSTMENT  FORM 


IEPARTMENT  NAME 


FUND  NAME 


COMPLETE  THIS  FORM  FOR  ALL  CHANGES  TO  BUDGET  ACCOUNTS, 
TO  ADD  NEW  ACCOUNTS,  AND  TO  INCREASE  BUDGETED  AMOUNTS 
BECAUSE  OF  ADDITIONAL  INCOME/REVENUE  RECEIVED. 


JDGET  ACCOUNT  NUMBER 


EW      EXISTING 


DEPARTMENT 
CODE 


EXPENSE 
OBJ.  CODE 


CATEGORY 
CODE 


DESCRIPTION  AS  CITED  ON  BUDGET 
OR  NEW  ENTRY 


J|£ 


BUDGET 
INCREASE 


BUDGET 
DECREASE 


I  STIFICATION  /  RATIONALE.    (REASON  IS  REQUIRED  TO  PROCESS  THIS  FORM  ) 


[  HPARTMENT  HEAD/CHAIR 

DATE 

!  VISIONAL  VICE  PRESIDENT 

DATE 

TREASURER  S  OFFICE 

DATE 

ENTERED  BY 

DATE 

TREASURER'S  OFFICE 
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FITCHBURG  STATE  COLLEGE 

160  PEARL  STREET 

FITCHBURG.  MA  01420 

TEL  508-345-2151 


REQUISITION 


FUND 


DEPT. 

I I L 


NAME  &  ADDRESS  OF  VENDOR 


VENDOR  CODE 

I         I         I         I         I         I         I         I         I 


-L 


DATE      M         D  Y 


DELIVER  TO 
NAME 

DEPT.  NAME 


QUAMTITY    CATAl  03  NO. 


ITEM  DESCRIPTION 


UNIT  PRICE  AMOUNT 


CHECK 
ONE 


► 


MASS  CONSORTIUM 
CONTRACT  ITEM(S) 


STATE  AWARD 


□ 


□ 


NON  CONTRACT 
ITEM(S) 


OFFICE  USE  ONLY 


APPROVED  BY 


DATE 


ENTERED  BY 


DATE 


PURCHASE  ORDER  NUMBER 


TOTAL 


AUTHORIZATION  AND  APPROVALS 

REQUESTOR 

• 

DATE 

CHAIR /DEPT. 

HEAD 

DATE 

VICE  PRES.  (WHEN  APPLICABLE) 

DATE 

*>? 


PURCHASING 


, 


FlTCHBURG 

State  College 


TRUST  FUND 
CASH  DEPOSIT  VOUCHER 


:  EPARTMENT  NAME 

FUND  NAME 

a 

\      AMOUNT 
DEPOSITED 

CHECKS  \ 

CASH        \ 

/                                       .0.0 

COIN          \ 

NOTE:  BE  SURE  BACK  OF  CHECK 
IS  ENDORSED  AND  ALL 
CHECKS  ARE  TOTALED. 

TOTAL    \ 

/ 

f       FUND;      I    DEPARTMENT     1     g"g"         REVENUE            CATEGORY                                        imrOMF  nF«srRIPTION                                  !                           AMOUNT'                                       OFFICE 
|     CODE       |            CODE            |    CODE    |  OBJ.  CODE  |            CODE             |                                 INCOME  DESCRIPTION                                                             AMOUNT                                           USE 

■  • 

1         1 

r     i 

- 

1         1 

TOTAL  DEPOSIT 

►                                                            f 

DEPOSITED  BY 

DATE 

RECEIVED  BY 

DATE 

POSTED  BY 

DATE 

TREASURER'S  OFFICE 
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